


February, 1929 














IN THIS ISSUE 
SO 


Secretarial Accounting 


—An Essential Course? 


by 
Arthur J. Peel 


Consulting Accountant 


Aiding Stenographic 
Misfits 
by 


Harold H. George, 


Detroit High School of Commerce 








A MAGAZINE FOR COMMERCIAL EDUCATORS 


4E HAIRE PUBLISHING CO. 
Broadway New York 




















Be 
Say it to the Ediphone! 








N. matter how proficient a business school student may be in 


shorthand, every graduate should have a working knowledge of 
Ediphone dictation. The training for this is exceedingly simple but 
none the less important. Business everywhere is adopting the 
Ediphone to gain time. This condition must be met by business 
schools with graduates familiar with Ediphone methods. The best 
secretaries and stenographers welcome Ediphone assistance. 
Write today for the interesting booklets, 
“Getting Action” and “The Ediphone in 


the School” — sent free of cost. 













Ask for Travel Service 


THOMAS A. EDISON, INC. 
LABORATORY & GENERAL OFFICES 
ORANGE, N. J. 

WORLD-WIDE SERVICE IN ALL PRINCIPAL CITIES 


LONDON OFFICE: Vernon Place, Sonthampton Row 





Edison’s New Dictating Machine 
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We Now Have OW TTAUOR YU W1ky 
Studying Speedwriting” 


Says Charles W. Mylius, President, 
Richmond Business College, Richmond, Va. 











HE best evidence of the value of Speedwriting—of its prac- 

ticability and profit-making possibilities, can be found in 
the success of schools now using it as part of their regular cur- 
riculum. 


Charles W. Mylius, President, Richmond Business College, is but 
one of the many well-known commercial educators in the coun- 
try who have found the introduction of Speedwriting into their 
schools not only a profitable investment, but also a highly eff- 
cient method of securing and keeping students. 





To put it in Mr. Mylius’ own words:— 


“We now have over 200 students studying Speedwriting. After 
two months of study they are able to write from 100 to 125 words 
a minute, and experience no difficulty in transcribing their notes. 
That’s what counts. 


“It is easy to learn, a pleasure to write, and, for legibility, it far 
excels any system now in use.” 
Mr. Mylius’ experience with Speedwriting is representative of 
that of schools everywhere which have found Speedwriting 
highly efficient, thoroughly practical, and more important still— 
the most popular and profitable shorthand they have ever taught. 


Facts, text book prices and requirements for the introduction of 
Speedwriting into any school cheerfully submitted without cost 
or obligation. Write for information today. 


Speedwritin 


SPEEDWRITING, INC., Dept. BC-1417, 
200 Madison Ave., New York, N. Y 


Please send us, without obligation, full details regarding Speedwriting, text book prices, require- 
ments for its introduction into schools, etc. 
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Remincton NOINELESS 


CHOOLS are training grounds for business. Whenever busi- 
s ness universally adopts a product as superior to others of its | 
kind, schools must adopt it and teach its use or their equipment 
becomes antiquated. 











The Remington Noiseless marks a new era in typewriters. The 

business world has been quick to see its advantages of silent effort- 

less action. In New York’s financial district alone 28,000 Noise- 

less Typewriters are in use. Eventually Remington Noiseless will aX 
replace all other typewriters. 

Is your school in step with the trend of the times? If not, call 


your local Remington Rand man. He’ll demonstrate this quick, 


quiet machine without obligation at your convenience. Call on 
him today! 


Remington Typewriter Division 


Remington Rand Business Service Inc. 
Buffalo, N. Y. 


Sales Offices in all Principal Cities 


REMINGTON KARDEX RAND SAFE-CABINET BAKER-VAWTER 
KALAMAZOO POWERS DALTON LINE-A-TIME LIBRARY BUREAU 
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Cooperation Will Do It 


O those keeping a close watch on de- 
velopments within the field of business 
education one trend becomes more ap- 


exist so long as the need for both public and 
private schools exists. They are, however, 
chiefly matters of organization and admin- 














parent every day—the 
steadily increasing co- 
operation between 
public and private 
commercial school in- 
terests. 

Nothing could be 
more gratifying to one 
with the advancement 
of commercial educa- 
tion at heart, for it 
marks general recog- 
nition of a new era in 
this field, so long un- 
developed, and still so 
unorganized. With 
these two great fac- 
tors working together 
to solve their common 
problems progress 
must be swift and cer- 
tain. 








| 





B Benig ion are certain natural differen- 
ces between public school commer- 
cial departments and private business 
schools, which will continue to exist as 
long as a need for both public and pri- 
vate schools exists. They are, however, 
matters of organization and administra- 
tion. Educational problems belong to 
both alike, and need the wholehearted 
efforts of both if the best solutions are 
to be reached. 

The most convincing proof of the in- 
creasing recognition of this is the earn- 
estness with which leaders in both 
groups get together at the many conven- 
tions in the field for discussion of these 
problems. 

















istration. 

For years the feel- 
ing has prevailed that 
they are natural ene- 
mies. They are not; 
they are allies, and 
their leaders now rec- 
ognize this. The most 
convincing proof is 
the earnestness with 
which they get to- 
gether at their con- 
ventions. At the last 
meeting of the Com- 
mercial Teachers’ As- 
sociation of New York 
and Vicinity, and at 
the recent convention 
of the National Com- 
mercial Teachers’ 
Federation, public and 


There is no denying that there are certain 
natural differences between public school 
commercial departments and private busi- 
ness schools—differences which are inherent 
in the fact that one is free, while the other 
is run for profit, and which will continue to 





private commercial schools were represented 
in approximately equal proportions. 

Keep your eve on the sessions of the East- 
ern Commercial Teachers’ Association in 
Philadelphia next month and verify these ob- 
servations to your own satisfaction. 
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Secretaria! 


Accounting 


Is It An Essential Course? 


Boston Authority Advocaies Its 

Immediate Placement in Curri- 

culum. Commercial Accounting 

Too Long For Average Student, 
He Says 


HETHER the _ business 
\W schools are meeting fully 

the demands of the busi- 
ness world and of students, will al- 
ways be a prolific subject for dis- 
cussion. In the commercial depart- 
ments of the public schools, the ad- 
visability of teaching this or that 
special subject is governed by the ex- 
tent of the demand, and the limits of 
the appropriation for commercial and 
tuition. In the private 
schools, it is usually a question of 


business 


whether the subject in question can 
be taught profitably. 


There is, for example, a demand 
for efficient operators. 
Very few business schools offer in- 
struction in multigraphing, for three 
stated reasons, First, the initial out- 
lay for equipment is heavy; second, 
the demand is not yet heavy enough 
to justify this expense; third, the 
small number of students who would 
elect to take such a course would 
make a profitable class impossible. 
Nevertheless, the multigraph is be- 
coming increasingly essential equip- 
ment in the large business office, and 
constantly business schools are re- 
ceiving inquiries for students who are 
familiar with the multigraph. 


multigraph 


Intensive Accounting Course 


But there are things other than the 
multigraph which business schools 
will have to consider seriously if they 
are to keep step with modern de- 
mands; and it is one of these de- 
mands that I propose to discuss at 
this time. I have been asked repeat- 


By 
Arthur J. Peel 


Consulting Accountant 


edly by business executives, as well 
as by dozens of young men and wo- 
men who are training for business 
positions, why it is that business 
schools, including the commercial de- 
partments of the public high schools, 
do not give short, intensive courses 
in secretarial accounting. 

Most schools have bookkeeping and 
accounting courses; and we _ have 
schools of accounting. But these are, 
almost without exception, courses in 
commercial accounting. They entail 
months of study, and in some cases, 
years. They are full dinner courses 
to those who want only a sandwich 
and a cup of coffee. These courses 
are of little value to the stenographer 
or private secretary who is called 
upon to keep the private accounts of 
her employer, or a small set of books 
for a professional man. 


Matter of Time 


The young man or woman who is 
attending a business school for short- 
hand, typewriting, business English, 
and office practice, can seldom afford 
to devote the time that would be nec- 
essary to acquire a knowledge of 
bookkeeping and accounting practice, 
as understood by business educators 
and text-book writers. Another con- 
sideration is, that the great majority 
of young people who are training for 
stenographic work are not good ma- 
terial for classes in modern ac- 






countancy, a technical subject. 


Side by side with these facts is the 
admitted demand for stenographers 
and secretaries with bookkeeping ex- 
perience and knowledge, at least in 
sufficient degree to enable them to 
keep a set of simple accounts for a 
private or professional man. This 
demand is increasing steadily: some 
time ago I made an actual count in 
the advertising columns of the New 
York Times, and discovered that over 
50 per cent of the advertisements for 
stenographers and private secretaries, 
called for a knowledge of bookkeep- 
ing in addition to shorthand and type- 
writing. 


Why the Reluctance? 


It is a little difficult to understand 
why the majority of business schools 
are reluctant to offer a short, simple 
course in secretarial bookkeeping, in- 
sisting as most of them do, that if 
the student wants bookkeeping, it 
must be a regular course in commer- 
cial bookkeeping and accounting. 
The effect of this policy is seen daily, 
not only in business, but in the 
schools. When a class of thirty 
young women is asked to define 


“assets” and “liabilities,” and only 
six are able to give intelligent an- 
swers, while only three of these were 
really correct, it is an indication that 
we are failing somewhere to impart 
knowledge which should not be con- 
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fined to bookkeepers and accountants. 
The class referred to consisted of 
high school graduates and college 
graduates of the best type. 


Experimental Class Organized 


Alive to the need for shorter and 
simpler courses in bookkeeping and 
accounting, adapted for 
those. who are training for steno- 
grapic and secretarial positions, the 


specially 


principal of an old-established busi- 
ness school in New England—prob- 
ably the oldest private business school 
in the country—suggested that it 
might be worth while to organize and 
conduct an experimental class in 
secretarial accounting, and I was in- 
vited to take charge of this experi- 
ment. 


Little Text Needed 


Since no suitable text-book was 
available—several very excellent text- 
books exist, but they all deal with ac- 
counting from the commercial angle 
—TI was compelled to plan the course 
from a new angle, and to prepare my 
own text and working papers. This 
was no problem, however, since, for 
some vears, I have been writing ac- 
counting systems, and simplifying 
bookkeeping for publication in busi- 
ness and trade magazines. As a mat- 
ter of fact, there was very little text 
required, my plan being to develop 
the theory by actual work, rather than 
by extensive reading and discussion. 


Six Weeks’ Course 


The course was planned for twelve 
lessons of one hour each; or, for six 
lessons of two hours each. Two 
classes were organized, one for day 
school students, and one for evening 
school students. The day school stu- 
dents had two bookkeepin:; periods a 
week; the evening students, one 
period a week. It was, therefore, a 
six-weeks’ course. In the day classes 


were high school and college gradu- 
ates, girls who had no business ex- 
perience ; in the evening class we had 
young women who were in business 
offices, most of them stenographers 
who had discovered for themselves 
that they were handicapped by a lack 


of accounting knowledge. 

The principal features of this 
course were, (1) a single record of 
original entries, in the form of a 
cash-journal and accounts payable 
register with distribution columns for 
classified expenditures and income. 
This was the only posting medium to 
the general ledger. 

(2) A complete set of financial 
transactions for one month, such as 
might be common to the private af- 
fairs of a business man, constituted 








A man’s job is his best 
friend. It clothes and feeds 
his wife and children, pays 
the rent, and supplies them 
with the wherewithal to de- 
velop and become cultivated. 
The least a man can do in re- 
turn is to love his job. A 
man’s job is grateful. It is 
like a little garden that thrives 
on love. It will one day 
flower into fruit worth while, 
for him and his to enjoy. 

If you ask any successful 
man the reason for his mak- 
ing good, he will tell you it is 
because he likes his work; in- 
deed, he loves it. His whole 
heart and soul are wrapped 
up in it. His whole physical 
and mental energies are fo- 
cused on it. He walks his 
work; he talks his work; he is 
entirely inseparable from his 
work, and that is the way 
every man worth his salt 
ought to be if he wants to 
make his work what it should 
be, and make of himself what 
he wants to be. 

—Senator Arthur Capper. 




















the basis on which books were 


opened, operated, and closed. 

(3) The course was completed by 
opening, running, and closing a com- 
plete set of accounts for a business 
school : drawing off trial balance, and 
financial statements showing changes 
in net worth, and details of profit and 
loss. 


Essential Elements Stressed 


By this means we arrived at the 
threshold of commercial accounting, 
and the class was instructed in all the 
essential elements of accounting in its 


relation to sales, cost of sales, and 
profit and loss. 

One lesson was devoted entirely to 
the subject of budgeting, and the stu- 
dents were expected to plan an origi- 
nal budget on the basis of their own 
income and expenditure. 


Broad Scope of Work 


Nothing of importance, nor any 
transaction that could possibly arise 
in the private business of a man, was 
omitted. Accounting for investments, 
instalment buying, depreciation of 
automobiles, furniture, properties— 
all were given proper consideration, 
and the knowledge of the student was 
thoroughly tested in the practice work 
which was done in class and at home. 

The result of this experiment was, 
that the belief that sufficient book- 
keeping and accounting knowledge 
could be imparted to stenographers in 
a six-weeks’ course was fully justi- 
fied. There were some who failed, 
and they would have failed even after 
a year’s instruction. They lacked the 
essential requirement for any work 
of a mathematical nature. This al- 
ways happens in any class. But a 
large percentage of students were 
fully qualified at the end of the 
course, to open, operate, and close a 
set of accounts for a private or pro- 
fessional man. Some of them imme- 
diately took over work of this nature, 
and several girls are now running the 
books of architects, dentists, real es- 
tate agents, schools, and even small 


commercial concerns. 


Appeals to Student 


The short course is not popular 
with the schools because it is not sup- 
posed to be a money-maker. But 
this is due to a fallacy; the secret of 
making the short course profitable is 
quick turnover, just as it is in com- 
merce. But there are other consider- 
ations which ought to appeal to the 
sincere educator. The mortality in 
the short course is brought down to 
the irreducible minimum. It appeals 
to the busy student ; and it appeals es- 
pecially to the office worker who 


(Continued on page 29) 
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Convening Educators to Discuss 
Improvements in Service 


Department of Suprintendence, National Education Association, 
to Meet in Cleveland, February 24th-28th, Questions 
of Finance, Coordination and Teacher 


ULLY 15,000 educators, whose 
sphere of influence represents 
approximately 20,000,000 stu- 
dents in primary and 
schools throughout the United States 
will meet this month in Cleveland 
to discuss matters concerning school 


secondary 


organization, teacher training and the 
mental and physical welfare of the 
children. 

The occasion is the convention of 
the Department of Superintendence 
of the National Education Associa- 
tion, to be held February 24th-28th, 
inclusive, in Cleveland’s magnificent 
Public Auditorium, and those attend- 
ing will represent schools and school 
systems in every part of the country. 
Robinson G, Jones, superintendent of 
public schools in Cleveland, is general 
chairman. 


For Better Citizens 


As a thesis of the convention, 
which is to underly all group dis- 
cussions, the department has posed 
the question: How can the public 
schools better serve democracy, in- 
creasingly produce a higher type of 
citizen? The various angles of ap- 
proach to the solution of this prob- 
lem will form the basis of group 
meetings to be held each day under 
different chairmen. 

As a subject of the first day’s dis- 
cussion the matter of financing of 
public education has been selected, to 
be attacked from the point of view 
of a future building program, in- 
creasing cost of education, financing 
rural schools, use of school funds 
for extra-school purposes and _ pos- 
sible economies in administration. On 


Training to Come Up 





FRANK D. BOYNTON 


President, Division of Superintendence 


this day, too, Frank D. Boynton, su- 
perintendent of schools in Ithaca, 
N. Y., and retiring president of the 
Division of Superintendence, will 
make an address. 

Chief among the second day’s 
speakers will be Prof. John Dewey, 
dean of Columbia University, New 
York City, who will analyze for his 
hearers the elements of waste in 
American education caused by lack 
of coordination of units. This gen- 
eral subject of articulation of units 
will be broached by a number of other 
authorities, one of whom, Leonard 
P. Ayres, of the Cleveland Trust 
Co., will point out the necessity of 
coordinating educational activities 
with public affairs. 

Subsequent subjects for discussion 


will be the importance of research 
as a basis for public school admin- 
istration and the question of how the 
public schools can better’serve democ- 
racy by a better trained and _ better 
selected teaching staff. Treatment 
of the latter theme will bring up the 
subjects of improvements in teachers’ 
training schools, in working condi- 
tions and in the compensation scale. 


President to Speak 


Thursday, February 28th, the last 
day of the convention, will be de- 
voted to a consideration of questions 
of character education and to general 
addresses by Uel W. Lamkin, pres- 
ident of the National Education 
Association, and of Northwest Mis- 
souri State Teachers College, Mis- 
souri; by Paul V. McNutt, national 
commander of the American Legion 
and dean of the law school, Univer- 
sity of Indiana; and by the newly 
elected president of the Department 
of Superintendence. On the preced- 
ing evening there will be a series of 
college dinners. 

Because so widespread an_ inter- 
est in this convention has already 
been registered, railroads have ar- 
ranged for special reduced round trip 
tickets good for 30 days. The dele- 
gation from Texas, for instance, has 
made preparations to run a_ special 
train to accommodate the 250 visitors 
from that state. Special Pullman 
cars will start from Houston, San 
Antonio, Forth Worth and Dallas, 
with their routing so arranged that 
the delegates will have one day in 
Chicago going and one in Detroit on 
the homeward trip. 
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Make Your Letters 


HIT THE MARK 


Avoid Hackneyed Phrases and Stiff Formali- 
ties by Writing as You Talk 


By 


Earle A. Buckley 


HERE is only one good place to 
start a discussion on the writ- 
ing of better letters . . . and 

that’s at the very beginning. Let’s 
first clean house before attempting 
to re-furnish with new thoughts and 
ideas. 

There are certain expressions used 
in letters which invariably act as a 
brake on the good intentions of the 
writer. Where they creep in, all 
friendliness and naturalness and spon- 
taneity slide out. Where a “positive” 
or favorable impression might be 
made, a colorless or “negative” im- 
pression is made. Nothing hinders 
the chances of an otherwise good let- 
ter so much as cut-and-dried-ness. 
Hackneyed words and expressions 
suck the very blood out of the mes- 
sage and take from it the opportunity 
to “make a friend for the house.” 

Below are a few of the many mean- 
ingless “favorites” that clutter up 
business correspondence — together 
with a suggested revision of each. 
The second sentence in each of the 
following sets is the suggested re- 
vision : 


We beg to acknowledge receipt of 
your favor of 15th inst. 

Thank you for your letter of the 
15th. 


This will acknowledge receipt of 
your check for $55.24—which we 
have credited to your account. 

Thank you for your check for 
$55.24 in payment of your account. 


Answering your letter of the 14th 
instant, will advise that our lowest 
price is $7.85 per dozen. 

Thank you for your letter of the 
14th. Our lowest price is $7.85 a 
dozen. 


This now past due and ask that we 
be favored with remittance. May we 
hear from you with check by return 
mail ? 

Your account is 2 months past due. 
Won't you kindly send us a check by 
return mal? We will appreciate it. 

Appreciating your valued order and 
trusting you will receive the package 
promptly. 








Thanking you in advance 

The writer wishes tc say 

Hoping to hear from you again 

This is to inform you that 

Up to this writing 

We trust this will be satisfac- 
tory 

Replying to your inquiry of 

Even date, of recent date 





AVOID THESE WORN- OUT PHRASES! 


We exceedingly regret 


Trusting this will be satisfac- 
tory 

Regarding your communica- 
tion of 

I have before me your letter 

Thanking you for past favors 

According to our records 

Referring to the matter 

We beg to remain 

















Geo. W. Hootman, Winona, Minn., 

at 56 learned two shorthand sys- 

tems—the oldest man who ever mas- 
tered such an accomplishment. 


If there should be any unnecessary 
delay, kindly let us know. 


We are holding your order and 
awaiting your reply, we are, 

We'll hold the order pending your 
reply. 

We are enclosing herewith our 
check for $6.00 representing the over- 
payment on this order, and we trust 
that you will accept our apology for 
the oversight. 

Check for $6, the overpayment, is 
enclosed and we apologize sincerely 
for our negligence. , 

Acknowledge herewith your reply 
to our letter of the 19th. 

Thank you for your reply to our 
letter of the 19th. 


We trust the goods will arrive 
promptly. 

If you don’t receive this shipment 
in a reasonable time, please let us 
know. 


Trusting this is the information 
you need, and thanking you for past 
and future favors, we beg to remain. 

We believe this is the information 
you desire. If not, please do not hes- 
itate to call upon us for more. 
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What Can We Do To Help 
Stenographic Misfits? 


By Harold H. George 
Detroit High School of Commerce 


HERE is more than one type 
7: of misfit in sherthand. Each 
semester students enroll in the 
shorthand department who manifest 


no natural inclination for  sten- 
ographic work. Then there are 
those pupils who sincerely admit 


they like the 
fortunately, owing to 
physical limitations, are not suited 
for the work. Boys and girls who 
will never become expert in short- 
hand, I do not consider stenographic 
misfits. 


subject, but, un- 
mental or 


There are at least five possible 
methods of assisting this group of 
students: first, vocational guidance, 
or shifting the misfits from short- 
hand to some other type of work— 
selling, clerical, or domestic; second, 
making frequent community surveys; 
third, studying the personal traits and 
skills of successful stenographers ; 
fourth, administering tests—prognos- 
tic, diagnostic, and intelligence; and, 
fifth, improving teaching procedure 
and the reorganizing of our short- 
hand course of study. 


Physical Requirements 


Dr. Nichols in “A New Concep- 
tion of Office Practice” says that or- 
dinary to exceptional eyesight and 
hearing are special requirements for 
stenographic work. It is obvious 
that students whose auditory or vis- 
ual faculties are seriously impaired, 
are typical stenographic misfits. I 
have in mind a lad at the Detroit 
High School of Commerce who pos- 
sessed average intelligence and de- 
sirable character traits, but made 
very little progress in his elementary 
shorthand course. His teacher diag- 
nosed the trouble, and due to her skill- 
ful and tactful procedure, this boy 
finally decided to discontinue short- 
hand and majored in bookkeeping. 





HAROLD H. GEORGE 


In Bulletin No. 55 “Business Edu- 
cation in Secondary Schools” this 
statement is found: “Shorthand may 
be learned by any pupil of average 
ability ; but more than ability to take 
dictation is required to make a good 
stenographer. Maturity, judgment, 
tact, good vocabulary, command of 
good English, ability to spell, are 
some of the many requisites. Too 
many so-called stenographers are 
failures because of deficiency in one 
or more of these requirements. Only 
those who in the judgment of com- 
petent authorities are likely to suc- 
ceed in stenographic work should be 
permitted to elect it as a major sub- 
ject. 


Many Other Kinds of Job 


There are so many good office and 
store positions open to girls and boys 
without shorthand training that to 
deny any group the privilege of tak- 
ing this subject is no hardship.” 
Average intelligence is equivalent to 
an I. Q. of 90-110. It is my opinion 
that any boy or girl who has an I. Q. 
lower than 90 should not be encour- 
aged to take a language arts-practice 
type subject. 

I have been told that psychologists 
claim that misfits in shorthand make 


very little success in any other type 
of work. However, success is a rela- 
tive term, and I can not agree with 
the finding of those men. I am con- 
fident that the three cases I mention 
substantiate my views. 


Adapting the Course 


At the Julia Richman High School 
of New York City a special course is 
offered for pupils who are not able to 
“assimilate the subject matter as pre- 
sented to normal pupils.” An exam- 
ination is made of the first semester’s 
records of the slow group; the girls 
are interviewed, and, if the written 
approval of the parents is obtained, 
these students are advised to enroll 
for the special course. The academic 
subjects are introduced in a simplified 
way; the subject matter is vitalized; 
and sales, business training, and of- 
fice machines are substituted for the 
conventional shorthand. 


Co-operative Plan 


Beginning with the fourth semester 
the cooperative plan is introduced. 
Girls are sent out on jobs on alter- 
nate weeks, and I am told that this 
plan is succeeding, for business 
houses have commended the work of 
the girls. “They have succeeded in 
industry,” says Miss Osgood, Coor- 
dinator at the School. “Out of 72, 
only eight failed to make good at 
work.” A detailed discussion of the 
course is given in the May, 1927, 
number of “Spotlights on Commer- 
cial Education.” 

Mr. Edgeworth, Supervisor of 
Commercial Education, Baltimore, 
Maryland, wrote me in detail about 
the definite vocational training that is 
given the public schools of that city. 
Majors in Retail Selling, Office Prac- 
tice and Machines are offered in the 
eleventh and twelfth grades. Tenth 
grade pupils who fail to succeed in 
shorthand are given vocational train- 
ing on office machines. Upon com- 
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pletion of the secondary course, fre- 
quently, those students received great- 
er compensation than the girls who 
were placed in stenographic positions. 


Vocational Guidance 


Exploratory courses and aptitude 
tests to discover fitness for steno- 
graphic work are given in one or two 
of the Baltimore pub‘ic schools. Girls 
who fail in the first two vears of ‘high 
school are advised to enroll in the 
Vocational School, where “they re- 
ceive a definite vocational course for 
junior employment.” Shorthand is 
not taught in this school. 

In the Chicago public schools the 
“short term’? commercial students are 
given a short course in office prac- 
tice in the ninth grade. That course 
consists of general business training, 
filing, typewriting, and academic 
subjects. Teachers of ninth grade 
students study the pupils’ capac- 
ities and interests and _ suggest 
the proper courses for them to take 
in the tenth grade. A recent survey 
among Chicago employers indicated 
that the immature and poorly pre- 
pared stenographer had to be shifted 
to a typist or general clerical job. 


Study Positions Available 


Frequent community surveys might 
be a possible solution for stenographic 
misfits. In the ninth grade the sec- 
ondary pupil should be given a de- 
tailed account of positions in his 
community so that he could show his 
parents the frequency of occupations. 
Consequently, his parents could see 
that there are other avenues of em- 
ployment besides stenographic work. 
Professor Nichols in his survey of 
34,513 office workers found that only 
10 per cent of those employes were 
engaged in stenographic work. Stu- 
dents should not be encouraged to 
prepare for positions that seemingly 
do not exist. 

That a knowledge of shorthand 
helps a person perform his non-sten- 
ographic duties in a more efficient 
way is a debatable question. There 
is a demand for workers who are 
skilled in manipulative office ma- 
chines—mimeograph, multigraph, ad- 
dressograph, also, for general clerical 
work such as shipping, receiving, fil- 


ing, cost, or entry clerks. I think 
that students who manifest little in- 
terest in shorthand, or, unfortunate- 
ly, have not the ability to pass the 
course, might profitably take work for 
which there is a demand. 


Personnel Directors Help 


Frequent interviews with person- 
nel directors and office managers 
might be a means of helping short- 
hand teachers solve their perplexing 
problems. Those executives know 
the short-comings of stenographers. 
Frequently, a record is kept showing 
why stenographers are rejected for 
positions, what type of work they are 
shifted to if they failed to make good. 
In short, the office managers know 
the deficiencies, habits, and traits of 
their employes. One valuable con- 
tribution to this problem is “Analysis 


of Secretarial Traits and Duties” by 
Charters and Whitley. 
Prognostic Tests 
This is an age of testing. Com- 


mercial education has tried to keep 
pace with academic work in supply- 
ing a battery of tests for business 
subjects. All of us are familiar with 
Dr. Hoke’s Prognostic Test, the diag- 
nostic tests of Miss Rollinson, and 
“Standards in Elementary Short 
hand” by Raymond and Adams. In 
all probability I am not alone in the 
belief that misfits could be eliminated 
before they take shorthand by giving 
the Hoke Prognostic Test and a 
standard intelligence test. If there 
is a decided correlation between the 
two, then the pupils who score low 
might advantageously be advised not 
to study shorthand. 








“There are at least five pos- 
sible methods of assisting 
misfit stenographic students: | 
first, vocational guidance, or | 
shifting them to some other 
type of work; second, making 
frequent community surveys; 
third, studying the personal 
traits and skills of successful 
stenographers ; fourth, admin- 
istering tests — prognostic, 
diagnostic and _ intelligence; 
and fifth, improving teaching 
procedure and reorganizing 
our shorthand course of 
study.” 




















No doubt some misfits will have 


slipped through these preliminary 
criteria. In that case diagnostic tests 


furnish additional conclusive  evi- 
dence, and a continued use of those 
tests during the first semester would 
help in the elimination of boys and 
girls who have no capacity for short- 
hand. If mental alertness and man- 
ual skill of the pupils fall below the 
standard norms, those _ students 
should drop the course, for these ob- 
jective tests register individual diffi- 
culties. 


Better Classroom Procedure 


I wish space permitted an adequate 
discussion of the fifth method of help- 
ing stenographic misfits—more scien- 
tifically conducted classroom pro- 
cedure and a revision of the short- 
hand course of study. I am not cast- 
ing any reflection on the excellent 
work now being done by the greater 
number of our shorthand teachers. 
However, not one of us is perfect, and 
if each one could improve his teach- 
ing technique, this class of backward 
students would be helped materially. 

Show the student that if he can do 
some little thing well, that conse- 
quently his services will be in de- 
mand. Let us exercise a stimulating 
influence over him; furnish him with 
abundant incentives by concrete ex- 
amples of men and women who have 
made a creditable mark in the world 
because of their stick-to-it-iveness. In 
our desire to accomplish our goal we 
teachers devote too much of our time 
to the unusual and average groups, 
those that manifest a special aptitude 
for the subject. We unfortunately 
neglect the pupils that might succeed 
if they had a chance. 


Encouragement Helps 
Last semester for about ten weeks 
I considered a girl in my shorthand 
(1) class a sure failure. Her at- 
tendance was irregular; home condi- 
tions were not the most desirable; 
frequently, there was a decided ab- 
sence of concentration; and, her test 
scores always fell far below the norm 
of the class. One day this girl showed 
a spark of interest, and I commended 
her. From that day there was a de- 
cided improvement in her work. The 

(Continued on page 27) 
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leaflet. 


? 


a — 


An Outstanding Achievement 
in the History of Education 





Chicago’s Schools have found that the Miller-Dictaphone 

System of typewriting instruction establishes higher 

standards of typewriting proficiency—yet requires less 
time to teach. 


Q 


ROBABLY the most radical advance in 

the whole history of education—the 
most important change in instruction tech- 
nique—the greatest single step towards ef- 
ficiency—is the introduction into our schools 
of a method of typewriter-instruction which 
by supplying a mechanically “paced” urge 
and stimulus enables students to learn 
typewriting in 1/3 the time ordinarily 
required. 


We refer to the “Miller-Dictaphone System” 
of “Direct Dictation Method” by which the 
auditory phase of dictation-instruction is 
provided and controlled through the use of a 
Reproducing Dictaphone equipped with 


Multiple Tube connections to each pupil. 
Thus, typing is taught by direct transcrip- 
tion from lessons recorded on Permanent 
Practice Dictaphone Records. 


Comparative tests involving 15,000 students, 
in both controlled and general classes, have 
proved the “Direct Dictation Method” to be 
50% to 65% superior to the old way of 
teaching typewriting. 

A free leaflet which explains this efficient sys- 
tem of instruction will be gladly sent. A 
coupon is supplied for your convenience. 
And be sure to see the Miller-Dictaphone 
exhibit at the Cleveland N.E.A. Convention, 
February 23 to 28. Booth 101. 


The Miller-Dictaphone System of Typewriting 
Educational Bureau, Room 206 
Graybar Building, New York, N. Y. 


I would like to learn more about the “Direct Dictation 
Method” of teaching typewriting. Please send your free 














f~~ 


ne 
SC 
se 


m 
ql 
Si 
SU 


pl 
w 
se 








929 


es) 
— 





February, 1929 


THE BUSINESS SCHOOL 


JOURNAL 1 


un 





J. L. HOLTSCLAW 


Elected __ presi- 
dent of the Na- 
tional Commer- 
cal Teach- 
ers’ Federation 
for the year 
1929, Mr. Holts- 
claw is Supervis- 
ing Principal of 
Commercial 
Education, De- 
troit, and Prin- 
cipal of the De- 
troit High 
School of Com- 
merce. 


Retiring _ presi- 
dent of the Na- 
tional Comuer- 
cial Teachers’ 
Federatton, 
which under his 
leadership, made 
1928 a_ banner 
year. Mr. Smith 
ts head of the 
Kansas City 
(Mo.) Business 
College. 


C. R. SMITH 





Students’ Own Research Work 
Determines Job Prospects 


Business School Executive Devises Unique Method 
of Inculcating Sense of Responsibility in his Stu- 
dents in Effort to Equip Them for Business World 


REPARING the student for an 
actual job, rather than just 
teaching him commercial sub- 

jects, is the real problem of the busi- 
ness school. To accomplish this our 
school has made valuable use of re- 
search problems as applied to job an- 
alysis. In order that we might be 
more closely in touch with the re- 
quirements of business and _ profes- 
sional offices in our city, we made a 
survey of them, conducted by a man 
of wide teaching experience in ‘the 
public schools. He was furnished 
with a questionnaire, which sought to 
secure from the personnel directors 


By Howard C. Schermerhorn 


of the 
Merchant's and- Banker’s School, 
New York City 








of large department stores and facto- 
ries and from the offices of profes- 
sional people, information regarding 
the equipment used in their offices, 
and what appliance they considered 
most necessary for their employes to 
operate efficiently. 


Employers Questioned 


We endeavored trom this question- 
naire to gain knowledge of the duties 
performed by their office employes, 
what the commercial school could do 
to make their graduates more valu- 
able. Finally, they were asked their 


opinion of present-day business 
training. The last two questions 
read: What, in your opinion, can 
commercial schools do to better pre- 
pare their graduates for business 
careers? What, if any, are your crit- 
icisms of the training of the graduate 
from the commercial department of 
the public high school or the private 
business school? 

In most cases, these questions 
brought rather complete answers. In 
more than 50 per cent of the cases 
the criticism had to do with the grad- 
uate’s lack of knowledge of English, 
inability to spell, inability to tran- 
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scribe shorthand notes accurately, in- 
ability or unwillingness to follow di- 
rections, and inability to accomplish 
a day’s work in a day’s time. 

After tabulating these results, an- 
other letter of inquiry was sent out 
to those who had made the specific 
ciiticism of inability to do a day’s 
work in a day’s time, asking them 
wnat they considered a day’s work 
for a stenographer or secretary in 
their office. The replies were many 
and varied. 

Most of them thought a stenog- 
rapher or secretary should have time 
to meet office callers, answer the tele- 
»hone, perform other necessary office 
duties and b< able to get anywiicre 
from two to sixty letters in the course 
of a day. Many explained that their 
stenographers were required to take 
dictation from several executives or 


salesmen. 
Expect 34 Letters Daily 


Again I tabulated the figures from 
these replies and found that an aver- 
age of approximately thirty-four let- 
ters a day was expected from this 
type of employe. 

Accordingly, to test our students’ 
ability to «ccomplish this, [ tad two 
additional typewriters brought to ihe 
private office and had a teacher see 
that they were in first-class working 
order. On each typewriter stand was 
placed a notebook and two. well- 
sharpened pencils. On a third table, 
conveniently located was placed a 
quantity of printed letterheads, en- 
velopes, second sheets for carbon 
copies and carbon paper. 

I then selected from our speed 
room two girls who were nearing the 
‘completion of their course and re- 
quested them to report to the office 
on the following morning ready to 
work. I explained to them that they 
were to work for me from nine in the 
morning until five in the afternoon 
unless I excused them before that 
hour. 

They reported in accordance with 
instructions and at nine o'clock I be- 
gan dictating. The letters, selected 
from our files, were of varying length 
and ranged from thirty words to two 


hundred words. I continued to dic- 


tate until I had dictated forty-five 
letters or one-third more than the 
number of my average taken from 
the questionnaire. 


“Capacity Test” 

3efore the girls started transcrib- 
ing the notes, they were told that no 
letter would be accepted that a care- 
ful business man would not feel war- 
ranted in signing and mailing; that 
any letter containing errors that 
could not be neatly corrected at the 
typewriter would have to be re-writ- 
ten. They were required to make 
carbon copies and address the en- 
velopes, finally, to file the copies. 

One of the candidates completed 
the work in five hours, forty-five 
minutes; the other girl in six hours 
and twelve minutes. When I say 
completed, I mean the forty-five let- 
ters had been transcribed, envelopes 
addressed and copies filed. 

This seems a fair record in view 
of the fact that one of the girls, al- 
though seventeen years of age, had 
attended high school only two and 
one-half years. The other, a girl of 
seventeen and one-half years was a 
high school graduate from the gen- 
eral course. 


System Helps Students 


Based on this time, these two ste- 
nographers would have had _ respec- 
tively two hours and sixteen minutes 
and one hour and forty-eight minutes 
of an eight-hour day in which to an- 
swer the telephone and to perform 
routine office duties. This time, to 
me, seems adequate as twenty per 
cent of the time in an office is con- 





sidered sufficient for these duties. All 
our students are required to take a 
similar test, which we call a capacity 
test, before they are graduated. 

I believe our efforts to determine 
whether our students are capable of 
doing a day’s work in a day’s time 
have not been in vain. Certainly, the 
psychological effect upon the stu- 
dents when they are required to do 
this work is splendid. It aids them 
in visualizing the importance of a 
thorough training for the work in a 
business office. It also aids in nulli- 
fying any erroneous conception they 
may have formed as to the serious- 
ness of the work in that greatest of 
all professions, business. 

I therefore suggest the use of a ca- 
pacity test as a means of creating 
interest in the shorthand work; as a 
means of securing more and _ better 
transcripts and as a means of fur- 
nishing business a more efficient em- 
ploye. 

Extend the Research 

It is quite possible to carry this re- 
search work and job analysis still 
further. Questionnaires could be 
sent to students who graduated pre- 
vious to September, 1927, the re- 
plies tabulated and your school se- 
cure a vast fund of material analyz- 
ing the positions that are being filled 
by these graduates. This informa- 


tion could be used to assist your’ 


placement department and in_plan- 
ning your work. 

Because of the widespread interest 
of students in the replies to this ques- 
tionnaire why not carry the work a 


(Continued on page 23) 








FIRST! 


Here is the daughter of 
Christopher Latham 
Sholes, writing on the 
first experimental type- 
writer built by her father 
in 1872. This was really 
the start of typewriting. 
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Japan's business 
schools are progres- 
sive, as shown by 
this representative 
class of future 
stenographers. Be- 
cause of the long 
alphabet a_ special 
slab arrangement 
of the keyboard ts 
necessary. 












“BUSINESS EFFICIENCY” 
IS TODAY’S SLOGAN 
ALL OVER THE WORLD 





Finland has begun 
teaching typewriting 
on a large scale in her 
schools. Above we 
have a class of little 
girls at their exercise. 


An up-to-date office 
in the Dutch East In- 
dies (left) employs 
natives on its battery 
of American adding 
machines. 
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Bush Terminal 23, 


Achieve Economy 
and Efficiency 
by purchasing your 


TYPEWRITING 
PENMANSHIP 
and 
BOOKKEEPING 


PAPERS 


from business school specialists 


We are thoroughly familiar with the 
paper requirements of commercial schools. 
Our years of experience enable us to ren- 
der a service that will be worth your 
investigation. 


Special Quotations to Business Schools 


We will be pleased to submit samples 


HANO PAPER CORP. 


BROOKLYN, N. Y. 


Established over 30 years ago 














A Remarkable Pencil Thats 
Sweeping The Country 


Here’s a pencil that writes in 4 colors 


Red - Black - Blue - Green 


For efficiency in checking figures, 
or isolating columns into groups. 


For bookkeeping, auditing, 
sketching and advertising layouts 
—and tasks too numerous to 
mention — we present “THE 


FOURSOME.” 


WHY CARRY 4 PENCILS WHEN 
1 WILL DO? 








| Samples submitted on the receipt of 


$1.00 
\\ 
él 
ra é ¥ % Agents wanted—protected territories 


FOUR-IN-ONE PENCIL CO. 


258 5th Ave. at 29th New York 


Each pencil has 20 year guarantee 








MERCEDES 


THE SUPER-AUTOMATIC CALCULATING MACHINE 


Governs the trend of all calculating machines and is fast becoming the 


business standard. 


c=? 


Business and commercial schools 
are fast accepting Mercedes as the 
idea ahead of the field. It is far in 
front today. 

Super-automatic multiplication and 
division—addition and_ subtraction 
Oe 04s 

Smooth, swift and magically easy 
to operate and powerfully durable 
in construction. 

Obviously the creation of highly 
skilled engineers. 


(a) 


Ralph C. Coxhead 


CORPORATION 
22 Park Place, New York, N. Y. 
Mercedes New York. n. ¥. 


I 
I 
| Please send descriptive literature per- 
| taining to Mercedes. 
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Sell Your Community! 


By 
Frank White 








CATALOGUE or school bul- 
letin filled with general, 
vague or boastful claims cre- 

ates a confused and often distinctively 
negative impression; one with con- 
crete, matter-of-fact information cre- 
ates a definite and positive impres- 
sion—the kind of impression that 
sooner or later is very likely to lead to 
action favorable to the school issuing 
the catalogue or other matter. 


Sales Letters 


One of the most widely used form 
of direct-mail advertising employed 
by almost every business college is the 
sales letter. Having written and re- 
vised many such letters for prominent 
metropolitan business schools, I have 
come to the conclusion that the reason 
why they fail in many instances is the 
fact that they were written by men 
or women not skilled in the art of 
creating buying desire by means of 
the written or printed word, that they 
are sent out haphazardly, and not in 
accordance with a carefully devised 
plan or as distinct units of a cam- 
paign, and that they are mailed to per- 
sons who are not really prospective 
students. If sales letters are well 
written and sent to logical prospects, 
they can be made to fetch many a 
signed enrollment blank from new 
students. Of course, the initial let- 
ter must be followed by others suit- 
ably timed in order to increase the 
prospect’s desire to a point where he 
or she will be inclined to visit the 
school in person or else mail the 
signed enroliment blank. Such fol- 
low-ups must be fresh and vigorous 
so as to “strike home.” Each letter 
must make the reader feel that it is 
meant for him and for no one else. 
It is apparent that such messages can- 
not be written in a hurry. Rather 
their preparation requires much time, 
patience, as well as a keen knowledge 
of human nature and how it is likely 
to react to certain written sugges- 
tions. 








In the January BUSINESS SCHOOL JOURNAL we printed 

the first installment of this article, which pointed 

out the necessity for keeping the public in constant 

touch with the aims and activities of your school. 

In continuing this theme, Mr. White here points out 

some of the methods to pursue and some pitfalls to 
avoid. 








Unless the business school execu- 
tive is specially trained in the pro- 
jection of his and the school’s per- 
sonality and character in black on 
white, he should not attempt to write 
sales or follow-up letters. More- 
over, too frequently he is so occu- 
pied with administrative policies and 
details as to be unable to give the 
preparation of letters, circulars, and 
other forms of direct-advertising the 
painstaking attention which they re- 
quire if they are to produce profitable 
returns. In too many cases managers 
and other executives of business 
schools dabble in the advertising of 
their schools during spare hours with 
the result that it lacks the “punch” so 
characteristic of resultful written and 
printed salesmanship. 


Chambers of Commerce 


A less direct but more personal 
means by which a business school 
may maintain a beneficial contact with 
certain groups of leading business 
and professional men of the com- 
munity is through the membership of 
its executive officers and teaching per- 
sonnel in such organizations as 
chambers of commerce, exchange 
clubs, advertising clubs, and other 
similar clubs. Having been formed 
for the promotion of certain common 
interests, these clubs and organiza- 
tions often represent the most pro- 
gressive thought in the community. 
Active participation in their affairs is 
desirable for both executives” and 
teachers of business schools, especial- 
ly if they would be part and parcel 
of the community which furnishes 


them the means for making a com- 
fortable living. 


Prize Contests 


Typing, shorthand, and other prize 
contests, taken part in by students 
from different schools, furnish the 
business college an excellent oppor- 
tunity to let that portion of the local 
public interested in furthering sound 
business education know what the lo- 
cal schools are really doing and ac- 
complishing in certain departments of 
their important work. Before such 
contests are held, written invitations 
should be extended to the students’ 
friends and parents and also to inter- 
ested local business men, and suitable 
notice should appear in the local press 
before and after the contest. The 
spirit of friendly rivalry that marks 
such contests serves only to heighten 
the general enthusiasm usually attend- 
ing such occasions. 

Similar opportunity to participate 
in the school’s affairs should be af- 
forded friends of the school at the 
graduation exercises. I recall vividly 
how the president of a business col- 
lege would, while reading the list of 
graduates to the assembled throng of 
parents and friends, name the posi- 
tions which the school had secured for 
the outgoing students. This, it seemed 
to me, was an excellent bit of sales- 
manship and strategy, for it proved 
to the audience that here was a busi- 
ness school which took singular pride 
not only in graduating but also in 
placing many young men and women 
in good positions every year. When 
the local paper, in bringing an ac- 

(Continued on page 29) 
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Speed and Accuracy ‘ 
Increase with the use of 


PEERLESS KEYS 


long and well-known in the world of 
business, in this, our introductory ad- 
vertisement to the Business School 
Teachers. 
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A page devoted to the 
new things manufac- 


tured for your con- 
venience and use 





Desk-Hi Handy Cabinet 


Modern school systems require 
that many things be kept handy so 
that they may be reached quickly if 
required by some emergency of class 
work. These include reference 
books, models, mimeograph sheets, 
knick-knacks, paper groups and sup- 
plies of all kinds. 


The “Desk-Hi’’ Cabinet is a time 
and space saver for teachers. It is 
made 30 inches high, just the height 
of a standard desk, stands alongside 
and furnishes additional top surface 
as well as storage space. It may be 
had in any regular grained finish, ma- 
hogany, walnut or oak. The trim is 
heavily plated nickel except the door 
handle which is in ebony. Legs are 
equipped with silence domes. Two 
keys are supplied with each cabinet. 
Made by Lyon Metallic Manufactur- 
ing Co., Aurora, Ill. Distributed 
through their own branches, also 
leading school and _ office supply 
houses. 


* * * 


Four Color Pencil 


Business forms, especially where 
they are printed in duplicate or tripli- 
cate for the use of different depart- 
ments, make use of different colored 
paper so that one sheet may be easily 
distinguished from another and thus 
promote an even flow of work. 





A most useful little cabinet 


The “Foursome” pencil has been 
created with this idea in mind of dis- 
tinguishing different groups of data. 
Through its use figures and written 
memoranda may be isolated into four 
divisions resulting in color groupings 
that may be quickly assembled to- 
gether so that the subject matter is 


7IN 
eAYE 
Writes in four colors 


relative to one line of work. Such 
color groupings are a great saving in 
effort and time for students, stenog- 
raphers, bookkeepers, teachers, writ- 
ers, proofreaders, draftsmen, clerks, 
and in fact any sort of work that 
divides itself into several heads and 
may require the collecting in one 
place of miscellaneous memoranda. 
The new pencil is fully guaranteed, 
new leads are easily and quickly load- 
ed into the pencil. Change from one 
color to another can be made almost 
without a break in the writing. The 
pencil is made by Columbia Manu- 
facturing Co., 258 Fifth Ave., New 
York. 


ne. 





A new adding-calculator 


Monroe’s Latest Achievement 

The latest achievement of . the 
Monroe Calculating Machine Co., 
Inc., of Orange, N. J., is the develop- 
ment of a new model adding-calcu- 
lator, the KAS 203-13, in which are 
incorporated several new features for 
the rapid and efficient handling of all 
types of figure problems. 

This machine has thirteen columns 
of keys in the keyboard, seven places 
ir both right hand and left hand up- 
per dials, and twenty places in the 
lower dials. The right hand upper 
dials have a tens carry mechanism 
and give actual amounts when short- 
cuts are used. The left hand upper 
dials have black figures that register 
multipliers and red figures that reg- 
ister quotients, and are particularly 
adapted to discount calculations and 
percentages of increase and decrease. 
Both sets of upper dials may be 
cleared simultaneously or the left 
hand section may be cleared while 
the figures are retained in the right 
hand section, thus allowing the ac- 
cumulation of individual totals. 

A feature that makes this new ma- 
chine distinctive is that the lower dials 
are constructed so that they may be 
split into two sections. Both sections 
may be cleared simultaneously or 
either the right or left hand section 


(Continued on page 23) 
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Right Off the Press 
Right Off the Press 


SCIENTIFIC 
DICTATION STUDIES 


By CHARLES G. REIGNER 


Scientific Dictation Studies is a practice pad 
for the use of students in dictation classes; 81/2.” 
wide by 10” long—144 pages. It contains 70 
Studies, constructed on a new, distinctive, and 
absolutely original plan. Shorthand outlines for 
words and phrases are given at the top of every 
page. Each Study includes a series of Notes 
applying directly to the correction of errors 
frequently made in stenographers’ transcripts. 


The material in each of the three Parts is 
graded according to syllabic intensity, which 
is found by dividing the total number of sylla- 
bles in a letter by the number of words. Sup- 
plementary Word Practice is provided on the 
1,000 Commonest Words and on 900 common 
business words selected from the Horn list. 


If you want to examine Scientific Dictation 
Studies to see whether it is suitable for use as a 
practice pad in the hands of your pupils, we'll 
gladly send you a copy free and without obliga- 
tion. Just tell us the name of the school in 
which you are teaching, the title of the dicta- 
tion book now used by the pupils, and the num- 
ber of students in your class. Or, if you want 
the pad for personal use or for reference pur- 
poses, a single copy will be sent for $1.00, all 
carrying charges prepaid. 


Are you getting THE ROWE BUDGET? 


Your subscription will be 
entered free for the asking. 


The H. M. ROWE COMPANY 


Educational Publishers Since 1894 
BALTIMORE MARYLAND 
‘Rowe Books Are Good Books 


and 
Rowe Service is Good Service” 




















Prepared by Mr. John S. Griffith 
of the Englewood Business Col- 
lege, Chicago, IIl., this course is 
especially adapted to the needs of 
business college students. The 
final installment will appear in the 
June issue. 


Send for free distribution copies 
of the February issue for your 
students. Let them organize a club 
of subscriptions and follow the 
monthly installments of this 
course in connection with their 
regular work in penmanship. Each 
member of the club will then be 
eligible for The American Pen- 
man Certificate of Proficiency. 


Full information on the 
club plan and The American 
Penman Certificate sent on 
request. Address 


THE AMERICAN PENMAN 


Department A 
55 Fifth Avenue, New York, N. Y. 


Also Publishers of 
PALMER’S PENMANSHIP BUDGET 


“A Complete School of Penmanship All in 
One Book”’ 


50 cents a copy, postpaid 
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(Continued from page 21) 


may be cleared while the figures are 
retained in the other one. 

With this range of the keyboard 
and splitting of the lower dials the 
KAS 203-13 offers short-cutting and 
time-saving possibilities. It is ideal 
for double operations; two multipli- 
cations may be performed simulta- 
neously. 

In a word the machine is designed 
to handle large volumes of the most 
involved types of problems speedily 
and with no lost motions, giving at all 
times a proof of accuracy. 

This Monroe has a _ particularly 
quiet action as it is equipped with 
the automatic start and stop motor 
which operates only when the ma- 
chine is turning out work. Addition 
and multiplication are performed by 
means of the plus bar and subtraction 
by the minus bar. Division is an en- 
tirely automatic operation. When a 
problem in division is set on the ma- 
chine, the throw of the division lever 
makes the machine carry out the com- 
plete division without any further 
attention from the operator, who is 
thus able to write down the result as 
it is produced. 





This paste won't lump. 


A Waterless Paste 


A paste for which no water is nec- 
essary, and which, it is claimed, will 
not dry out, is being offered by the 
Grip-Fix Co., Inc., New York City. 
Its uses are manifold—for home, 
library, studio, school and factory, 


and it will not show through or wrin- 
kle the finest paper. 

For general use the 6 ounce size in 
an aluminum jar is recommended; 
there is also an 11 ounce jar, a one 
pound tube, one pound tin, 244 pound 
tin, 5 pound can, 11 pound can and 
28 pound can. 

Grip-Fix has for some time been 
widely used through Europe, particu- 
larly in England, and is now being 
introduced to America. It can be 
used for cloth and leather as well as 
paper. 








The school directors of Lan- | 
caster, Penn., have received consid- | 
erable complaint about school rooms 
being cold on certain days. It was | 
disclosed that the heating plants had 
been considered satisfactory until 
the present style of short dresses | 
became the vogue. One director sug- 
gested that if the ones complaining | 
would put on something heavier 
than tissue-paper dresses there would 
be no complaint. Recognizing that 
new ideas mean new methods the 
board promises to meet the difficulty 
by supplying the required heat and 
a survey of the heating arrange- 
ments in all the schools is looked 
for. 























Students Own Research 


{Continued from page 16) 


step further and allow each student to 
mail several letters to last year’s 
graduates. The letter might read as 
follows: 


I am now attending the school from 
which you graduated. Will you please 
write me, telling me of the duties you are 
required to perform in your present posi- 
tion, including the number of letters you 
are required to get out daily, the office 
appliances you are required to use, the 
length of time you are in your present 
position, your salary at start, your pres- 
ent salary and any other information you 
think would be helpful to me. 

An early reply would be appreciated. 
Of course, a__ self-addressed 

stamped envelope should be enclosed, 
the school bearing the mailing ex- 
pense. 

At about the time the student mails 
the letter to the graduate, it will be 
found advisable to seek the employ- 
er's statement of the work required 
by him. This will give you a per- 
spective and check up on the position 
from the viewpoint of both employer 
and employe. 

You will probably discover that in 
many cases the two replies will pre- 
sent slight variations due undoubted- 
ly to a desire on the part of the em- 
ployer to present the position in its 
most favorable light, and the em- 
ploye’s desire to show the vast 
amount of work required. Especial- 
ly is this likely to be so when the 
employe feels aggrieved on the salary 
question. 


When these replies are received, 


your students will have a fine analy- 
sis of the job for which they are 
preparing. Certainly, it will promote 
interest in the work and furnish a 
motive because students are receiving 
first-hand information regarding the 
type of position they except to fill. It 
will help teachers in the stenographic 
work because the students will see the 
practical necessity for transcripts. 


Students Spurred On 


One of our students had been very 
slow transcribing her notes, but when 
the reply from a former graduate 
came back to her and she discovered 
that this girl was doing on an average 
of twenty letters a day, she immedi- 
ately began to take notice that her 
two or three letters accomplished 
during a morning would make her an 
utter failure in the busines world. 
Consequently, she gave more atten- 
tion to her transcripts with the result 
that she passed her capacity test with 
something to spare. 

The scheme may be equaly well- 
used in the high school or private 
business school. This research work 
and job analysis has a deeper and 
more fundamental value to the teach- 
er than interesting students in the re- 
quirements of a prospective position. 
These letters will bring to teachers 
the finest type of analysis of the prac- 
ticability of their work. 
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arathon Duplex 


best in the long run 
Reg. U. S. Pat. Off. 








—a combination 


pen and pencil 
for 


EFFICIENT SCHOOL 
EXECUTIVES and 
STUDENTS 


The Marathon Duplex is a 
pen-pencil ideally suited 














to the requirements of 
commercial school teach- 
ers and students. It is 
strongly and compact- 
ly constructed to as- 
sure long and satis- 
factory service. 
There are a number 
of models from 
which to choose. 





In order to better 
acquaint teachers 
with the merits of 
the Marathon Du- 
plex, we are offer- 
ing this pen-pencil 
at a discount of 
50% off list prices. 


We also carry a full line of 
standard Fountain Pens 


Write for particulars 





Representatives Wanted 


You can earn a neat little extra sum 
in your spare time by showing your 
friends the Marathon Duplex. It sells 
on sight! Let us write you about our 
selling proposition. 
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A Peep into the Activities 
of Educational 





Associations 





baal 


The convention of the National 
Education Association will be held in 
Atlanta, Ga., Junie 28th to July 4th. It 
is expected that some twelve to fif- 
teen thousand teachers from every 
part of the United States, Hawaii, or 
other lands governed by our country, 
as well as a goodly sprinkling of for- 
eign teachers, will attend this meet- 
ing. It is to be noted that this is the 
first time that the convention has con- 
vened in the south for twenty-five 
years. 

* * * 


A conference of the education de- 
partment of The State Federation of 
Women’s Clubs was held at the Hotel 
Bellevue, Springfield, Mass., on Jan. 
23rd. Some of the speakers were 
Dr. Marianna Taylor, author of “The 
Child in the Home”. Mr. John R. 
P. French, headmaster of Derby 
Academy; Mr. Frederick C. Smith, 
of the Graduate School of Education, 
Harvard University, and Miss Saw- 
yer, dean of girls. 

Commercial and Vocational Edu- 
cation are branches that are being 
given particular attention by the Fed- 
eration. 


* * * 


The New England High School 
Commercial Teachers Association 
which held its 26th annual conven- 
tion at Lowell, Mass., was attended 
by over five hundred teachers. Or- 
ton E. Beach, of the commercial de- 
partment of the Lowell High School, 
was elected president. 


* *x * 


The following are the officers 
elected by the High School Teachers 
Association of Defiance County, 
Ohio, for 1929: President, Gerald 
Palmer, principal of Tiffin township 
high school; W. D. Moats, Vice- 
President; Miss Esther Howenstine, 
Secretary-Treasurer. 








Do You Know This? 


(Each month this column will fea- 
ture the story and purposes of one 
of the many commercial education 
organizations in existence.) 


The National Association of Ac- 
credited Commercial Schools was | 
organized December 12th, 1912. The 
| charter members were twenty-three | 
private school owners who assem- 
bled at the La Salle Hotel in Chi- 
cago. The organization was started 
with hardly any plan excezpt the 
thought brought out in the meeting 
that a higher standard of education 
should be aimed at and that those 
schools which maintained such 
standards should be publicly recog- 
nized in some manner. 

With this rather broad and com- 
prehensive idea in mind each one 
present pledged to pay in $100, and 
as soon as the membership should 
reach one hundred they further 
pledged their willingness to abide by 
any rules or ethics that might be set 
up for the general improvement of 
their schools. 

The basic purpose 
the establishment of a distinct repu- 
tational line between the conscien- 
tious self-respecting school and the 
kind of school that turned out grad- 
uates as quickly as possible because 
there was more profit. 

In the 16 years that the associa- | 
tion has operated it has developed 
the best there is in commercial edu- 
cation. Its members are recognized 
as leaders and educators. To be an 
accredited school is face evidence that 
ali the requirements of study, time, 
equipment, teachers, and other values 
are of the highest standard. 

The Board of Governors consists 
of seven members: president, secre- 
tary, treasurer, and four vice-presi- 
dents. The country was broadly 
considered as of four political di- 
visions—southern, eastern, central, 
and western—and a_ vice-president 
was elected from each. In 1927 nine 
Regional Districts were established 
with a District Chairman or Presi- 
dent for each. 

The present total membership con- 
sists of 236 schools throughout the 
United States. The officers are: 
President, B. F. Williams, Des 
Moines, Ia.; Secretary, H. E. V. 
Porter, Jamestown, N. Y.; Treas- 
urer, E. H. Norman, Baltimore, Md. 





involved was | 
| 
| 























There are thirty-seven State Teach- 
ers Associations in the United States 
that publish some type of magazine. 


The Central Ohio Teachers Asso- 
ciation has elected Mr. C. A. Morris, 
Dayton, President; Supt. C. B. Ray- 
burn, Marion County Schools, vice- 
president. Mr. Albert Eckert, Spring- 
field, chairman of the commercial de- 


partment. 
* * * 


Supt. J. H. Grove, of the Wyandot 
County Schools, has been elected 
president of the Nortwestern Ohio 
Teachers Association for the coming 
year. Miss Harriet Hayward, of the 
State Normal College, Bowling 
Green, was named vice-president. 


* * * 


The Nebraska State Teachers As- 
sociation held its sixty-second annual 
meeting in Grand Island, recently. 


Nearly one hundred fifty selected 
delegates representing the 15,000 


teachers of the state gathered at the 
official call. The officers elected for 
the coming year are J. A. Doremus, 
Superintendent of Schools, Aurora, 
President; Harold B. Partridge, Su- 
perintendent of Alliance Schools, 
vice-president; O. L. Webb, David 
City Schools, Treasurer. 


2k * 2K 


The Southern Accredited Business 
College Association held its conven- 
tion at Jacksonville, Fla. Follow- 
ing officers were elected for the 1929 
term: Robert E. Alverson, of the Al- 
verson Business College, Birming- 
ham, Ala., President; L. E. Jerrel, of 
Shawnee, Okla., Commercial College, 
Vice-President; W. H. Haddock, of 
Florida Business University, Jackson- 
ville, Fla., Secretary. 


K * * 


The Western Ohio Superintendents 
Round Table met in Dayton, Ohio, 
and elected Chester Johnson, of 
Brookville, president, and C. P. 
Browdle of West Alexandria, secre- 
tary. 
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SMITH’S REGENTS REVIEW BOOKS 
bee ae de Commercial and Other High School Subjects 
SUBJECTS . 
iru yt Also Elementary Subjects 
ma tm 
Elementary Bookkee ping e e 
AivapedBckton A Special Help Right Now 
caer | | ) 
Geometry OU WILL find constant aid in Smith’s Regents Review Books all year 
Sella "Geemetry long—for tests, class discussions, home work assignments, etc. And 
Botany they are of special help drilling review classes for January examinations. 
Physies Bound in book form, the New York State Regents Examitation papers of 
orn Geography each subject for the past 20 years, all recent papers reproduced complete. 
ist Year English 
2nd Year English Also questions grouped for ‘topical review. Answer Books have detailed 
ath, Year, Enis explanations, helpful charts, fully illustrated. 
Elementary Drawing Used and endorsed in public, business and private schools throughout the 
Redes Hitery B U. S. and Canada. Saves endless time passing out old examination papers. 
= Order a Smith’s Review Book for each pupil. 
Economics 
| RS BN Question Books | 40c each, 35c each in lots of 6, 
2nd Year Fronch Answer Books { 30c each in lots of 12 or more. 
zn ‘Year "German Order today and your books will be sent same day order is received. See list of subjects at 
Ist cian left. If you are unfamiliar with these helps, send 40c for one copy 
7 ow then we are sure you will order for each pupil. 
History of Education = 
Psychology ~ | 5s pecan — 
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| With its February issue the 
Rowe Budget, house organ of 
the H. M. Rowe Co., publish- 
ers of business and educa- 
tional books, celebrates its 
thirty-first birthday, an occa- 
sion on which any house or- 
gan and any company de- 
serves congratulation. The 
magazine was started by H. 
M. Rowe in 1898 and has been 
issued continuously ever 
since, with the exception of a 
short period during the Balti- 
more fire of 1904. 

During the thirty-one years 
of its existence the Rowe 
Budget has disseminated use- 
ful and interesting informa- 
tion to a wide public of stu- 
dents and teachers in the 
commercial field. These, as 
well as The Business School 
Journal, wish it many more 
years of life. 




















Stenographic 
Misfits 


(Continued from page 13) 
third card marking she received a D 
instead of the conventional E. She 
made an average score on the semes- 
ter examination, and, consequently, | 
decided to pass her into shorthand 
(2). Her work in that course has 
been very satisfactory, and I can not 
easily forget the remark this girl 
made to me about four weeks ago, 
“T’ve always been interested in short- 
hand since the day you encouraged 
me. It’s my favorite subject.” 

Why not reorganize our shorthand 
course of study and classify our stu- 
dents in the elementary work? . Offer 
an exploratory course for those pupils 
who can not keep up with the normal 
group. If the organization of the 
school permitted, the slow group 
could complete four semesters of 
shorthand in six terms. Students 
who do low passing work in short- 
hand (1) could profitably spend two 
periods a day on course (2) and a 
review of (1). 

Secondary school teachers could 
learn a valuable lesson from com- 
mercial colleges. Perhaps 20 per cent 
of the students do not get the right 
start in shorthand. Frequently they 
are carried along for twenty weeks 


and then failed. At the eleventh week 
of school it might be possible to group 
those boys and girls in one or two 
classes and give them an opportunity 
to start the subject again. They 
could spend two periods a day on 
course (1), and that plan would not 
necessitate a drastic reorganization in 
our larger high schools. If these 
students were kept as a unit for three 
semesters, under the guidance of a 
sympathetic, yet firm teacher, they 
could begin shorthand (4) on sched- 
ule time. 


Remedial Teaching 


At the Detroit High School of 
Commerce some remedial teaching is 
done. The tenth period Wednesday 
of each week is spent in giving spe- 
cial help to students who are failixe. 
Frequently those girls and boys are 
taught by a different teacher from the 
one they have for the regular course. 
In that way the pupils have a differ- 
ent. slant on the subject. 

Last semester after the first card 
marking a ‘Detroit Commerce student 
who was doing failing work asked to 
he assigned to an extra period of 
shorthand taught other 
teacher. This girl did all the practice 
work and took all the tests of the 
second class, but was graded by the 
original teacher. At the end of the 
semester she passed shorthand (1) 
with a high C average, and I was 
told that she is doing average work 
in course (2). 


by some 


Three Grades of Jobs 


I think we are making a big mis- 
take if we fail to realize that there 
are three grades of stenographic posi- 
tions in every community—bigh, 
middle, and low-grade. There is a 
demand for the low-grade stenog- 
rapher, the girl, who will accept the 
minimum amount of pay that is of- 
fered by the man in charge of a small 
She may be asked to tran- 
scribe only five letters each day, let- 
ters dictated at a slow rate, possibly 
only 50 words a minute. In addition, 
she is expected to keep records, an- 
swer the telephone, and meet callers. 
If that girl has an adequate knowl- 
edge of English, even though her mo- 


business. 


tor reaction is slow, she should not 
be denied the privilege of taking 


shorthand. Encourage each one to 
become as proficient as_ possible. 
“Remember the old revival song 


‘Thow Out the Life Line.’ ”’ 





Underwood Acquires -Neidich 
Process 


Underwood-Elliott Fisher Co. has 
acquired the business and assets of 
the Neidich Process Co., and Samuel 
A. Neidich, president of the latter 
concern, has been appointed manager 
of the newly established supply de- 
partments of the Underwood Type- 
writer Co. and of the General Office 
Equipment Corp. The Neidich com- 
pany was one of the leading manu- 
facturers of carbon paper and office 
machine ribbons. 

Philip D. Wagener, president of 
Underwood-Elliott Fisher, in making 
this announcement, said the purchase 
afforded his company unbounded op- 
portunity to effect economies in the 
manufacture and sale of supplies for 
its products. 

Mr. Neidich, while assuming man- 
agement of the Underwood-Eliiott 
Fisher supply departments, retains the 
presidency and active directorship of 
the company bearing his name. Its 
plant at Burlington, N. J., will con- 
tinue operations with no change in 
personnel. 





SAMUEL A. NEIDICH 
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Sell Your 


Community 
(Continued from page 19) 


count of the exercises the following 
morning, devoted several paragraphs 
to mentioning of graduates who had 
already secured positions, it adver- 
tised the school in the strongest and 
most desirable manner possible to the 
entire community. 


Quality Will Tell 


Undoubtedly the most. logical 
means by which a community can be 
“sold” on the service rendered by a 
business school is the kind and qual- 
ity of work done by the school’s for- 
mer students in the various positions 
which they occupy in local offices. It 
is only too true that a business school 
is known not by the number of 
graduates it turns out every year, but 
by the number of its graduates who 
actually make good as business men 
and business women. A business man 
employing a graduate from a business 
college as assistant to his bookkeeper 
will judge the worth of the school to 
himself and to other local business 
men by the quickness and accuracy 
with which the new employee can dis- 
charge the duties assigned him. If his 
employer has to spend a good deal 
of time in teaching the young man 
those fundamental principles and 
practices of business which the latter 
should have mastered in the class- 
room, he will denounce the business 
college as an impractical and ineffi- 
cient institution of little practical 
worth to the community. If, on the 
other hand, he finds the young man 
not only willing and eager to work, 
but actually prepared to take care of 
certain phases of the daily office rou- 
tine efficiently, he will become an en- 
thusiastic booster for the business 
college. 


Greensburg, Pa.—Heads Stenographic 
Dept.—Miss Emma Carr of Salem, 
West Virginia, has assumed the position of 
head of the stenographic department of the 
Greensburg Office Training School. 


New Varityper Officer 

Waiter J. Hausman, general sales 
manager of Varityper, Incorporated, 
was elected on February 4 vice-pres- 
ident of the company in charge of 
sales and also a director. His terri- 
tory was extended to include Canada. 

THE Business ScHOoL JOURNAL 
offers congratulations and best wish- 
es to Mr. Hausman in his new office. 





WALTER J. HAUSMAN 


Secretarial 


Accounting 
(Continued from page 9) 


would like to attend evening school, 
but cannot devote three or four 
months to study. 

To those students who have in 
view, bookkeeping or accountancy as 
a final goal, such a course as that 
described above, would be a waste of 
time if a full commercial course is 
available, as it is in most progressive 
schools. 

Secretarial accounting is not the 
only subject that should not be neg- 
lected when opportunity calls loudly ; 
there are others, and few business 
schools are awake to the opportunity 
—but that will be another story. 


South Acton, Mass.—New Commer- 
cial Teacher in High School.—The 
high school here has added a new com- 
mercial teacher to its staff. She is Miss 
Edith S. Damon of Northampton, Mass. 


Methods of Purchasing Type- 
writing Supplies by Schools 
Termed Slip-shod 
There are over 15,000 schools in 
the country that use typewriters as 
an essential part of class work. The 
total number of machines so used is 
estimated to be over 275,000 and the 
money invested in purchasing them 
to be more than twenty-five million 
dollars. These figures include both 
public schools and private schools or 

business colleges. 


No Standard Set 


The amount of typewriter supplies 
that are consumed by this market is 
rather self evident. Here is a field 
where a well planned campaign of 
specialization would develop into a 
business of large proportion. At 
present every local stationery store 
and printer’s establishment sells to the 
schools ; there is no standard of ma- 
terials, no exact understanding as to 
items required by a person working 
as a typist, or of the amount of ma- 
terial that should be used by a class 
or classes during a specified period. 
These things could all be easily 
workeed out on a basis of average 
consumption, and quality of material 
to obtain best efficiency without waste. 


Elimination of Waste 


Standard materials put-up in pack- 
ages of standard quantity, labeled and 
marked, would allow ‘simple stock- 
keeping and act as a check-up on use 
and waste. Quantity handling would 
permit of arrangements and _ prices 
with the schools that would be suffi- 
ciently interesting to obtain their 
trade. Regular shipments could be 
made at stated intervals so that 
schools would always be in stock 
without having to carrying an over- 
stock. 


Contract Arrangements 


Contract arrangements would al- 
low for most economical shipments 
and standard packaging would permit 
clean, tidy, and small space storage 
of unbroken packages, instead of 
open bundles and boxes of supplies 
in untidy condition, with little check 
up on their use. 
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Used By Educational Institutions the 
World Over 


FOR PENMANSHIP, 
BOOKKEEPING and ACCOUNT: 
ING CLASSES and STUDENTS’ 

RECORDS 


ERMANENT as the pyramids, Higgins’ 

Eternal Black Writing Ink flows jet 
black from the pen point and forever re- 
mains so. 


Because it is impervious to the action of sun- 
light, heat, and chemical eradicators—be- 
cause its writing stays forever sharp and 
black, Eternal is widely favored for all types 
of accounting, bookkeeping and record work. 
Reproduces as clearly as Higgins’ Black 
Drawing Ink, in photostat or blueprint. 


Higgins’ Eternal Writing Ink is also widely 
used in penmanship classes because of its 
faithful reproduction of the slightest pen 
stroke and most delicate shading. It writes 
with equal ease in plain or fountain pens. 


In 2, 8, 16 and 32 
oz. bottles. Prices 
from your school 
supply dealer or 
from us. 


cia CHAS. M. HIGGINS & CO. 
eS 7 271 Ninth Street 
= Brooklyn, N. Y. 
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Save Money 
by buying 
A ok clea used 
Bookkeeping and 
Billing Machines 


Underwood 
Elliott Fisher 
Burroughs 
Remington 


also 


Calculating 
Machines 


Comptometer 
Burroughs 
Marchant 

Monroe 


5 also 


ADDRESSING MACHINES 
ADDING MACHINES 
TYPEWRITERS 
CHECK WRITERS 
DICTAPHONES 
MIMEOGRAPHS 
MULTIGRAPHS 
EDIPHONES 


Botts & Fucci 


149 Church Street 
New York 

















For Users of Gregg Shorthand 
and Palmer Penmanship 


THE PENCIL QUILL 
FOUNTAIN PEN 


Especially Adapted 
for these 
systems 

















Hundreds 

of stenog- 
raphers, 
teachers of 
Shorthand and 
Penmanship al- 
ready bear testi- 
mony to its efficiency. 


A friend to every 


student 
Eliminates worry about 
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Made in 3 colors—2 lengths 
Black, Jade and Blue, $3.00 and $3.50 ea. 
Special Discount to Teachers 
and Schools 
Write for introductory offer and 
particulars 


J. E. HAYES CO. 
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Commercionalities 


Happenings of General Interest 


to the Field 


> 





ga 


Constantinople, Turkey. — Stenog- 
raphers to be Used in Turkey for First 
Time.—Turkey has abolished the Arabic 
alphabet and adopted the western 
A. B. C.’s. This has opened a new pro- 
fession for women in the line of stenog- 
raphy. No form of shorthand has ever 
existed in Turkey. 

* *~ * 


St. Louis, Mo.—Commercial Courses 
Dominate World’s Largest School.—A 
new vocational high school costing 
$3,250,000 puts St. Louis on the map as 
having the largest school of the kind 
in the world. The enrollment so far 
shows that the students seeking com- 
mercial courses outnumber all the other 
occupational studies. The school will 
house 4,000 day students and 8,000 night 
students. 

* * * 

Philadelphia, Penn —George E. Mum- 
ford Appointed Special Assistant.— 
George E. Mumford has been appointed 
special assistant to the director of com- 
mercial education for the Philadelphia 
public schools. He will have special 
charge of shorthand and _ typewriting 
classes. Mr. Mumford has been teach- 
ing commercial subjects in the Frank- 
ford High School since 1912. 


* * * 


Philadelphia, Pa—Miss Ethel E. 
Holme New Commercial Supervisor.— 
Miss Ethel E. Holme has been pro- 
moted to the position of supervisor un- 
der John G. Kirk, Director of Commer- 
cial Education for the schools of Phila- 


delphia. Miss Holme was _ formerly 
teacher in the Marshall School and takes 
the place of Miss Frances Duross, 
who is soon to be married. 

* * * 


Wilkes-Barre, Pa——New Quarters of 
Business Schoo] Last Word in Mod- 
ernity—The Wilkes-Barre Business 
College of Wilkes-Barre, Penn., has 
just moved into a new, modern building 


' with facilities for one thousand students. 


There is an auditorium 40 x 100 feet 
seating 700 persons, reception 
business and private office, rest room, 
and first aid room, in addition to well 
lighted and thoroughly equipped class 
rooms. 

The courses offered are Business Ad- 
Ministration, Stenographic, Secretarial, 
General Business or Elementary Ac- 
counting, Stenotypy, Civil Service, Me- 
chanical, Special Post Graduate; Pre- 
paratory, and Penmanship. 

On the social side of the program the 
school supports both a boys’ and girls’ 
basket ball team, literary and other 
clubs, amateur theatricals, a good li- 
brary, and publishes a school journal. 
A fine moving picture machine is prov- 


room, ~ 


ing an important factor in visual educa- 
tion as well as for entertainment. 
Weekly lectures are held at which speak- 
ers are brought in to talk on business 
subjects. There is a real college spirit 
in the school and considerable attention 
is given to the social side. 


* * ca 
Chicago, Ill—Dr. Judd Laments on 
Scarcity of Competent Teachers.— 


Speaking before the Council Boards of 
Educat.on and the Association of Amer- 
ican Colleges, Dr. Charles H. Judd, di- 
rector of the School of Education, Uni- 
versity of Chicago, stated that it was 
becoming an impossibility to obtain the 
services of a first class and thoroughly 
competent instructor. The payment of 
teachers, he stated, in comparison with 
the amount that could be earned in other 
vocations was so small, that the better 
type of instructor was fast disappearing 
from the profession. 
a aoe 


Huntington, L. I.—Miss Mabel A. 
Lewis Commercial Teacher at High 
School.— Miss Mabel A. Lewis who has 


been teaching commercial courses for 


-several years in the High School’ at 


Wellsville, N. Y., is now located in 
Huntington, L. I., as commercial teacher 
in the High School. 

ee -* 


Lockport, N. Y.—John R. Fritts 
Teaching at High School.—Mr. John R. 
Fritts of Niagara Falls, Ontario, has 


been elected to teach commercial work 
at the local High School. 
* * * 

Cumberland, Md.—Miss Georgia Liter 
Teacher of Shorthand.—A new teacher 
of shorthand at Catherman’s Business 
School, is Miss Georgia Liter of Liter- 
berry, IIl. 

7 * * 

West Hartford, Conn.—Mr. William 
R. Rodgers Joins Hall High School.— 
The William H. Hall Senior High 
Schoo,l has just added Mr. William R. 
Rodgers, of Orange, Mass., to its staff 
of commercial teachers. 

oe A « 

New York City—Experiment With 
Typewriters in Teaching Elementary 
Pupils——The first grade pupils of the 
Horace Mann elementary school of 
Teachers College, Columbia University, 
are picking out their writing and spell- 
ing lessons on typewriters. Eighty ma- 
chines have been installed in the school 
as an experiment. Dr. Rollo G. Rey- 
nolds, principal, stated that the chil- 
dren seem to be much interested in the 
operative or mechanical features of their 
lessons and learn to spell more quickly 
by using a typewriter than if left with 
a pen or pencil. No definite procedure 
has been mapped out and the teachers 
are left to their own devices as to use 
of the machines. The findings of the 


teachers will be summed up after a suf- 
ficient time has elapsed to determine the 
value of the machines as teaching ac- 
cessories. 





STARTING THEM YOUNG 
Horace Mann School, Columbia University, New York City, is experimenting with its 
first grade pupils. Eighty typewriters have been installed and the youngsters are taught 
their earliest lessons on them. 
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SECRETA 


The Ideal 


PEN— 
PENCIL— 


COMBI- 
NATION 


Modern 


Business 
School Executive 
and Student 


HIS twentieth century of ours is 

stamped with convenience and efh- 

ciency. That is why we designed the 
Secretary Pen-Pencil Combination. For 
more than ten years we have manufactured 
fountain pens successfully. With this ex- 
perience back of us, we introduced the 
Pen=Pencil Combination. It was a success 
from the start among busy people, who, like 
yourself, must have dependable writing 
tools at hand constantly. The field of its 
usefulness widens daily because it is the ideal 
solution of the pen and pencil problem. Its 
handy, compact, built to last and to give 
complete satisfaction. 


Agent’s sample sent at 
wholesale prices 


A ten minute examination will tell you the story 
more convincingly than pages of description. Let 
us show you the Secretary Pen-Pencil, then show it 
to your friends, and as our representative, make an 
interesting profit by selling the Secretary. Send in 
your name and address, and we will forward you 
complete literature and special prices. 


Newark Pen Company 
276 N. J. Railroad Ave., Newark, N. J. 











Davids’ 


well known 


SEMI-LIQUID PASTE 


Now put up in a handy package so that the brush | 
is adjustable to reach any part of the 
jar. No waste and always 
ready for use. 
Made by 
The Oldest Ink-Adhesive and Sealing Wax 
M’f’rs in America 
Est. 1825 


THADEUS DAVIDS INK CO., Inc. 


NEW YORK ~ 




















STABILO 
Thin Colored Pencils 


A Handy Outfit for the Busy Teacher in Checking 
and Correcting Her Work 

An excellent writing utility for every conceivable purpose. 

Put up in a handsome compact package at the nominal price 

of $1.50 for the complete outfit. 


SWAN PENCIAL CO., Inc. 221 Fourth Ave. ,New York, N. Y. 
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New York.—Control of Business 
School Changes Hands.—By an agree- 
ment reached among the heirs of Albert 
J. Gleason, former head of the Drake 
business colleges, control of the Hudson 
County Drake schools, will be held by 
Mrs. Gleason and Charles Dell, a partner 
in the enterprise, while the active manage- 
ment will be conducted by William C. 
Cope, president of the Newark Drake 
school and T. G. O’Brien, head of the 
New York chain. The Essex County 
school will be owned jointly by Mrs. Glea- 
son, her daughter and Mr. Cope. Of the 
Gleason stock in the New York schools, 
which amounts to one fourth the total 
issue, half will be divided among Mr. Dell 
and his wife and Mrs. Hornbeck, a niece 
of Mr. Gleason. 

ee 


Far Rockaway, N. Y.—New High 
School Building Opened.—The new 
$2,000,000 building of the Far Rockaway 
High School was opened February 1 with 
appropriate exercises. A modern and 
large typewriter room is among the fea- 
tures, to take care of the many students 
enrolled in the commercial classes. 

ee ae 


Brooklyn, N. Y.—One-Third of High 
School Graduates in Commercial Course. 
—Of the 329 boys and girls graduated by 
the Eastern District High School in Jan- 
uary, 119, or just about one-third, received 
diplomas for completing the commercial 
course. This large proportion was re- 
garded as significant of modern trends. 
The graduates were urged to take “ser- 
vice” as their guiding principle. 

ee te 


Berkeley Springs, W. Va.—New Com- 
mercial Teacher for High School.— 
Miss Loretta Fallon, a graduate of Seton 
Hill College and also of the West Vir- 
ginia Business College at Clarksburg, has 
been elected a teacher of commercial sub- 
jects at the Berkeley Springs High School 
this year. 

* * * 

Bluefield, W. Va—T..B. Cain Pur- 
chases Another Business School.—The 
Greater Bluefield Business College of this 
city has been purchased by B. Cain, 
President of the West Virginia Business 
College of Clarksburg and Fairmont. The 
new Owner immediately installed entirely 
new equipment in addition to remodelling 
and redecorating the entire floor of the 
building which houses the school. E. S. 
Smith, for ten years head of the commer- 
cial department of Washington Irving 
High School, Clarksburg, was immediately 
placed in charge of the teaching corps, 
and E. A. Cain was made registrar. The 
result of the change has been that the en- 
rollment has jumped from thirty pupils 
to over one hundred in the short space of 
less than two months. 

* * * 


Providence, R. I.—Isaac O. Winslow 
Elected Vice President of Association. 
—The Association of School Superin- 
tendents of New England, elected Isaac 
O. Winslow, of this city, as vice presi- 
dent, at their recent convention in Bos- 
ton, Mass. 


TYPES TWO DIFFERENT WORDS AT ONCE 


An unusual achievement is that of Miss Gertrude Morrissey of the Boston Clerical 


Toronto, Ont.—Additions to Col- 
legiate : Institutes.—It is being recom- 
mended by the management board of the 
Toronto Board of Education that $342,000 
be spent this year, the work to start im- 
mediately, on additions to the Parkdale, 
Malvern and Harbord collegiate institutes 
in this city. Pardale Collegiate will be 
given additional accommodation by the 
construction of a separate new building, 
at a cost of $220,000, and which will pro- 
vide classrooms, library, a second gym- 
nasium and an assembly hall. Six new 
classrooms at Malvern will cost $57,000, 
and six new rooms at Harbord Collegiate 
$65,000. 

ok * * 

Providence, R. I.—Enrolls Mid-Year 
Class in Commercial Course.—For the 
first time in the history of the North- 
eastern University a mid-year class has 
been enrolled in the business school. 
Two new members of the faculty of the 
School of Commerce are Prof. Claus 
Ekstrom of Brown University, and Wil- 
liam J. Harrington of the Bridgham 
Junior High School. 

* * * 


Regina, Saskatchewan.—New Busi- 
ness School Opened in Regina.—The 
Success Business College of Winnipeg, 
one of the largest business schools on 
the American continent, has just opened 
a branch school in the city of Regina, 
Saskatchewan, under the name of the 
Reliance School of Commerce. The 
new school already has an enrollment 
of 225 students. Mr. W. C. Angus, for- 
merly principal of the High School of 
Commerce in Regina, is in charge. 


School, who types two different words on separate typewriters, simultaneously 


New York, N. Y.—New York Uni- 
versity Resumes Advertising Class.— 
The new class in “Business Paper Ad- 
vertising” at New York University will 
begin on February 11, 1929. The lec- 
turer will be Mr. Raymond T. O’Connell, 
Sc B., of the Carter Advertising Agency. 

The work will be conducted under the 
plan which has proved so successful in 
this course in previous years. This plan 
is to make the work thoroughly practi- 
cal by having specific problems sub- 
mitted by advertising managers of large 
companies at present using’ space in 
business papers. 

These problems will consist of the 
actual preparation of advertisements 
(copy and layout) for certain business 
papers. 

* * * 


Rome, Italy.—Mussolini Wants More 
Male Teachers.—Mussolini proposes to 
have more men teachers in the schools 
of Italy. His Board of Education has 
issued a circular stating that increased 
financial support will be given to the 
school system, with greater payment for 
different grades of teachers. It is the 
personal belief of Mussolini that a 
stronger fibre type of boy is developed 
when brought into contact with the 
firmer discipline expected of the right 
kind of male teacher. The same argu- 
ment holds good for girls but Mussolini 
looks forward to the boys as being the 
future backbone of Italian prosperity, 
and he wants a disciplined future gen- 
e-ation. It may be well to note that 
Mussolini began his career as a coun- 
try school teacher. 
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Writes: ey O WONDER teachers of shorthand are so enthusiastic 
Phe A = aedecreyf that it is in their praise of Owen a-b-c Shorthand. This remarkable new 
-sadlasgpodiine- ceingt-oncse peaeeaadliala method relieves the strain of teaching and keeps classes “‘full-up” 
know anything about. 
to the last day of the term. 
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E. W. K. 
— were 
“Tam pleased to say that I Read the comments at the left about Owen a-b-c Shorthand; sors 
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Providence, R. I.—University Presi- 
dent Stresses Business Age.—The world 
today is a business world and commer- 
cial training and business education is 
being given an ever increasing amount 
of attention by all educational institu- 
tions, according to Dr. William Herbert 
Perry Faunce, President of Brown Uni- 
versity. On January 15th, celebrating 
his seventieth birthday, he expressed 
himself as believing that the colleges 
and schools were better today than they 
were fifty years ago “because profes- 
sors have learned to work with the stu- 
dents instead of lecture at them.” He 
believed that the world had grown fas- 
ter than men’s minds but that eventually 
education would strike a balance. Tol- 
erance also was important and desirable 
and it could only: be obtained through 
understanding. 

ee agen 


Lincoln, Neb.—Nebraska Women’s 
Educational Club Elects President — 
Mrs. T. V. Goodrich was elected presi- 
dent of the Nebraska Women’s Educa- 
tional Club for 1929. 

* * * 


Aurora, Neb.—Nebraska State Teach- 
ers Meet.—Mr. J. A. Doremas of Aur- 
ora was elected president of the Ne- 
braska State Teachers Association at 
the delegate assembly mecting at Grand 
Island, December 7th. 


* * * 


Birmingham, Ala.——Massey Student 
Wins Royal Contest.— Miss Virtha Akers, 
student at Massey Business College, of 
Birmingham, Ala., has been declared 
winner of the state Royal typewriter 
contest, having maintained the highest 
speed with proficiency during Septem- 
ber, October, November and December. 
Students from colleges and high schools 
all over Alabama competed. 

* * & 


Providence, R. I.—Bryant-Stratton 
College Awards Scholarship Prizes—At 


the Honors Day exercises just held at 


Bryant-Stratton College of Business Ad- 


Leon 


Harry 
Jacobs prize for the highest scholar- 
ship in English was awarded Lurtie W. 


ministration here, the 


Huffman of Harrisonburg, Virginia. 
Mayor James E. Dunne presented the 
awards and scholarships. Other yearly 
scholarships were awarded to those who 
had attained the highest and second 
highest rating for general scholarship 


in the Business Administration and 
other departments. Gold medals, for 
highest awards, went to George C. 


Craig, Miss Elisabeth Sherman, Miss 
Julia Sullivan and Miss Marion Field- 
ing. 

* * * 

Birmingham, Ala.—Alverson Defeats 
Massey Basketballers.—The Boy's Bas- 
ket Ball team of the Alverson Business 
College of Birmingham won over the 
Massey Business College recently 42-23. 

* * * 


Malden, Mass.—Malden Commercial 
School Meeting With Success in New 
Quarters.—Malden Commercial School 
is having a very successful year in its 
new home. The school moved last sum- 
mer to the Dowling Building, Malden 
Square and now occupies spacious quar- 
ters on the third floor of this fine new 
building. 

Malden Commercial School has been 
established for twenty-six years and has 
made a steady and rapid growth. It 
now occupies an enviable position among 
= of a like character in New Eng- 
and. 





* * * 


Clarksburg, W. Va. — St. Louis 
Teacher Accepts Local Position.—Mrs. 
J. C. Crowley of Memphis, Tenn. has 
iust been added to the faculty of the 
West Virginia Business College, Clarks- 
burg, W. Va., as teacher of shorthand 
and secretarial work. Mrs. Crowley 
was with the Brown Business College 
of St. Louis last year. She succeeds 
Miss Ruth Hetrick who now has charge 
of the stenographic department of the 
Bluefield branch of the West Virginia 
Business College. 


Uniforms for teachers the 

next step? In Bulgaria 

they're wearing them al- 
ready, by royal edict. 


Chicago Heights, Il]—Will Teach in 
High School.—Miss Addie L. Winston 
is a newcomer to the commercial teaching 
staff in the local high school. 

* * * 





Cleveland, Ohio.—Commercial Schools 
Teaching Use of Telephone.— The 
Cleveland Bureau of Commercial Re- 
search recently conducted a job analysis 
survey to determine details of clerical 
routine that office workers are called 
upon to do and quite frequently know 
nothing about. Surprising as it may 
seem, the ability to telephone was 
placed first on the list of requirements 
by many employers. The correct use 
of the telephone in business is becoming 
an important measure of value for a 
great many clerical, stenographic and 
other positions. As a result of the -find- 
ings the use of the telephone is to be 
given special attention in all commercial 


courses. 
* * * 


Canton, Ohio.—Advance of Education 
With Industry—The School Men’s 
Club has just been recently organized 
in Canton, Ohio. It claims to have a 
100% membership of all the male teach- 
ers in the city. The purpose of the club 
is to see that educational advantages 
keep pace with the industrial and busi- 
ness growth of the city and state. Com- 
mercial education is to be followed 
closely and will be given special atten- 
tion by the club members. Mr. L. H. 
Booher, of McKinley High School, is 
President. Other officers are Mr. J. E. 
Porter, McKinley High School, Vice 
Pres.; Mr. R. E. C. McDougall, Liberty 
High School, Secretary; and Mr. C. W. 
Frotz, McKinley High School, Treas- 
urer. 





ok * * 


London, Eng.—Speed Test Shows 
One Hundred Forty Words Shorthand 
a Minute.—Shorthand tests given by the 
Royal Society of Arts of Great Britain, 
on difficult matter, recorded 140 words 
per minute for seven minutes by one 
student. Two other students tied for 
second place with 120 words per minute. 
Over 800,000 students have participated 
in the various examinations prepared by 
this society since 1901. 


* * * 


Waltham, Mass.—Miss Louise M. 
Caldwell Appointed Commercial Teach- 
er.— Miss Louise M. Caldwell of Somer- 
ville, Mass., has been appointed a 
teacher of commercial subjects in the 
Waltham, Mass. High School. 


* * * 


McKeesport, Pa—Three New Com- 
mercial Teachers Appointed — Misses 
Maryanne Campbell, Maretta Edmund, 
and Mary George, have been appointed 
commercial teachers at the High School 
of this city. 
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Guaranteed ! 


An absolute un- 
| conditional guar- 

| antee goes with 
each Gaydoul Pen- 


Styles: Black, Mahog- 
| any, Black and Gold, 
| Black and White, Blue and 


| MAKE MONEY SELLING 
| GAYDOULS—Write for our 

| sales proposition and how you 
can cash in selling Gaydoul Pens 
to your friends. 





for 50 years— 
the accepted Gold Pen 


GAYDOUL 


now seeks recognition in the 


Business Schools 


For 50 years Gaydoul Pens have been serving a dis- 
criminating public. Their success has been in the 
superlative service they render—always ready to write. 


This new Gaydoul Pen-Pencil is one of the finest 
of its kind. There is a style to suit every manner 
of hand-writing. The pencil part takes the standard 
leads. This is a regular $8.00 seller but to introduce 
it to business school teachers we are offering it 
for $5.00. 








Special Repairing On All Pens 


We do special repairing on all makes of fountain 
pens and pen-pencil. Years of =o qualify 
us to do the most satisfactory wor 

















GAYDOUL GOLD PEN CO., Inc. 
117 Fulton St. 


New York, N. Y. 


Established Since 1879 











MASTER 
= a 


The premise! 


Speed Key 
21 Columbus PI. 








—the only keys 
with Spring 
action 


Lessen Effort— 
Increase Speed! 


Keys 


of Genius 


Speed and ease of operation 
—that’s what Master Speed 
Keys give. They are mod- 
ern appliances that bring 
typewriting efficiency to 
its highest point. 

Try them on your ma- 
chines. See if they are not 
everything we claim. Send 
for as many trial sets as 
you desire. You are under 
no obligation. If you do 
not like them, return them. 
Isn’t that fair enough? 


Mfg.Co.,Inc. 
Brooklyn, N.Y. 


Use this coupon 
for FREE trial— 
do it today! 


ee — 





Please send us ( ) sets of MASTER SPEED KEYS for 
FREE trial without obligations for................... typewriter. 
ne RESP SHEP MPEP ity SE MOTE OOuE in Cae 0 Sort ne ema aN eee Oo 
Address .. 


City and State..... 














for clean cut letters 
that make a good 
impression 
use 
Agents Wanted 





that maintain their own 
repair department, we are able 
to supply parts for practically 
every typewriter made av prices 
that will enable you to enjoy 
substantial savings. 


for schools 





Equipment 













Further details 
gladly given 


T he TYPEWRITER 
Company 
19-B Park Place New York 














An Opportunity to 
BUY % INTEREST IN 
BUSINESS SCHOOL 


is offered to a man or woman who can invest 
$5,000 in a going Business School located in New 
York City. At present catering to 150 students. 
Has an average income of $1,500. This is a splen- 
did opportunity for one wishing to enter the Busi- 
ness School field. For further information ad- 
dress Box 1A, c/o THE BUSINESS SCHOOL 
JOURNAL, 1170 Broadway, New York, N. Y. 
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gu —— lapicacaatatiensisactentnaieare 


Cleveland, O.—Teachers’ Leaves Re- 
vised.—The local Board of Educaion 
has revised regulations regarding leaves 
of absence for teachers in the Cleveland 
public schools, including the two com- 
mercial high schools. 

Under the new ruling any unused part 
of the ten days’ absence allowed to 
teachers on account of sickness, quar- 
antine or death of immediate relatives 
will be credited to the following year’s 
allotment of leave. 





We wish to take this means of 
| apologizing to Miss Rhoda _ B. 
| Muntzing of the Fairmont, W. Va., 
Business ‘College, for an error made 
in our January issue. 

Miss Muntzing was the winner of 
the Corona typewriter awarded by 
the L. C. Smith & Corona Type- 
writers, Inc., at the National Com- 
mercial Teachers’ Federation con- 

vention in Detroit. and not Miss 
Caroline Mendenhall, as announced 
in these columns. 











Providence, R. I.—Harvard Business 
School Dean Speaks in Bryant-Stratton. 
—‘The Importance of Education, Ability 
and Character in Business and Professional 
Life” was the subject of a talk given in 
this city to the students of the secretarial 
and teacher training departments of the 
Bryant-Stratton College of Business Ad- 
ministration by Deane E. Malott, assistant 
dean of the Graduate School of Harvard 
University. This was one of a series of 
weekly talks to be given by visiting pro- 
fessors from Harvard, Brown and New 


York Universities during the coming 
months. 
Norfolk, Va.—Commercial Teacher 


in New Berth.—Paul Lashmet, recently 
with the Office Training School of Greens- 
burg, Pa., is now teaching in the high 
school here. 


East Orange, N. J.—High School has 
New Commercial Teacher.—The staff of 
the East Orange High School has been 
augmented by Miss Ruth Stacey, recently 
with the Commercial High School, Provi- 
dence, R. I. 


Toronto, Ont.—Board of Education 
Plans Educational Centre. — Approval 
has been given by a special committee of the 
Toronto Board of Education for the erec- 
tion in the downtown business centre, at a 
cost of $305,000 of what will be practical- 
ly a public school, collegiate, manual train- 
ing centre and neighborhood institute com- 
bined. It will accommodate 1,000 pupils, 
who now attend George Street, Victoria, 
Lee, Allan, Duke, York and McCaul 
schools, which are being discontinued and 
sold, because out-of-date, and in addition to 
24 classrooms, will include large audi- 
Norium, gymnasium, household — science 
room, manual training department, and 
several open-air classrooms. A modified 


“rotary system” of teaching will be used, 
in order that all the rooms may be in use 
at the same time. 


oe Lo 


Detroit, Mich. — Business Institute 
Student Awarded P izes. — Edward 
Richardson, eighteen-year old student in 
typewriting at The Business Institute, was 
awarded a typewriter by the Detroit 
branch manager of the Royal Typewriter 
Co. for making the highest record of any 
Michigan student during the first four 
months of the fall and early winter term. 
Richardson wrote 77 words a minute for 
15 minutes without error. He was also 
awarded $50 in gold by the management 
of The Business Institute in recognition 
of his remarkable record. 


Birmingham, Ala. — New Business 
University Starts Functioning. — The 
American Business University opened 
here February 4. The faculty consist of 
T. D. Meeks, accounting dept.; Mrs. 
Bertha E. Faust, stenographic dept.; Miss 
Beulah Stocks, bookkeeping dept.; Miss 
Maibelle Cushen, English dept.; 
Willoughby, department of salesmnship ; 
John R. Meeks, dean of traffic dept.; and 
A. A. Fairchild, dean of secretarial dept. 





Cleveland, Ohio. — Returns from 
Honeymoon Trip.—H. T. McMyler, who 
was married to Miss Opal Reames, mathe- 
matics instructor, on December 22, 1928, 
has returned from a weddine trip spent in 
St. Louis, New Orleans and other parts 
of the South. Mr. McMyler is head of 
the social science department at West 
Commerce High School and was formerly 
president of the Cleveland Teachers Fed- 
eration. 





Cleveland, Ohio.—Commerce Students 
Take Honors.—At the mid-year grad- 
uation exercises of West Commerce High 
School two students were awarded honor 
pins for unusually high standings in social, 
mental, and physical accomplishments. 
Alfreda Dembezynska had 195 points in 
addition to meeting the scholarship re- 
quirements while Julius Previts had 126 
points. 








A high powered salesman con- 
nected up with a Fresno County 
(Cal.) school board and painted hor- 
rific pictures of a world without red 
ink. There was a shortage, and a 
terrible condition was about to pre- 
sent itself. Impressed with the 
serious situation the board placed 
an order for five barrels, a quan- 
tity which it has since been esti- 
mated, is sufficient to last the county 
about five hundred years. The bill 
for. the ink about wiped out the 
available funds for educational pur- 
poses, 

Now red ink is being used ex- 
clusively in this district. Every time 
a fountain pen leaks, strangers ob- 
tain the idea that a citizen has been 
shot. Local correspondence has a 
distinct carmine tinge, and the wo- 
men’s sewing circles are holding 
meetings to devise means for using 
the ink as dye for clothes. The dif- 
ficulty seems to be that there are so 
few clothes. 
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MOORE?’S 1°°: SYSTEMS 






Keep your records 


easier with a 


MOORE BINDER 


OU can now keep all your records in 
an easy, simple, compact manner if 
you use a Moore’s Security 4-Post 
Binder. For this binderis DIFFERENT. 
It enables you to remove or insert 
sheets in a moment. It is low in cost— 
Jong in life. It operates more simply 
than any other binder on the market. 
Here’s how simply Moore’s Binders 
operate. Fust four quick movements and 
the record is complete. 























This is why over 300,000 concerns are 
using Moore’s Binders, They recognized 
the need for more efficient record-keep- 
ing. Moore’s Binders fulfilled thatrequire- 
ment and are now standard equipment. 

You too can increase the efficiency of 
your own organization by adopting 
Moore’s Methods. Write us today. Tell 
us yourproblems. Wewill beglad tohelp. 
Or use the coupon below. No obligation 
will be entailed by either action. 






140-Page Book of life-size 
a forms, com- 
pletely filled in to illustrate 
uses. Will answer your re- 
cord-keeping problems— 
office or factory. Book sent 
free when requested on 
business stationery. 


John C. Moore Co 
5059 Stone Street 


ration 
Rochester, N.Y. 


Gentlemen: Please send without obligation copy of 
book illustrat. d. 


Ace ee wanseuisilt cletcatalotnsbentacgletaccbiistio 


Sa iintitnreicenteet 
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ADDRESSOGR APHS ° MULTIGRAPHS 
GRAPHOTYPES Progress Dictates I> MIMEOGR APHS 

“FRAMES TYPEWRITER STENCILS FOR 
TRAYS BELKNAP & ELLIOTTS 


CABINETS The USE of ADDRESSING Machines FILING EQUIPMENT 


PLATES 


in Commercial Training + 








For Students’ Practice 
For the Schools Own Mailing Needs 

















We Can Save You From 25% to 60% 


on all machines and equipment your school may need. Our experience in so equipping schools 
for several years has taught us your needs and how best to cater to them. 


Keep up-to-date economically Write for Special School Proposition 
ADDRESSING MACHINE & EQUIPMENT CO. 
298 BROADWAY NEW YORK CITY 


Largest Distributors of New and Used Addressing Equipment in the World 


Specializing in all makes of Addressing Machines and complete 
Embossing and Stencil Departments 
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| As Well Do 
Without Text Books / 


The business school teacher who does not know what is going on in the field of 
commercial education every minute, right up-to-the-minute will soon fall behind 
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\ the march of progress—and that would be fatal to his success. 
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On the Book Shelf— 


MAIL-ORDER AND DIRECT-MAIL 
SELLING. By S. Roland Hall, 
Advertising Counselor. McGraw- 
Hill Book Company, Inc., New 
York City, 1928. 495 Pages, $5. 


A reference, not a text, book on mod- 
ern mail-order and direct-mail selling 
methods, based on practices rather than 
principles. It should prove ef much 
practical help to business school own- 
ers and executives who use letters, book- 
lets, catalogs, and the like. 

There are chapters on: Costs and Re- 
sults of Marketing-by-Mail; Planning 
Mail Market; Multiple-Page Letters, 
Flap Letters, Dual-Use Forms; Follow- 
Up Systems; Installment and Approval 
Plans; Problems of the Small Adver- 
tiser; Keying, Checking and Testing; 
Postal Regulations and Mailing Meth- 
ods. 

The book, which is well and suitably 
illustrated, is easy to read. Every man 
and woman who endeavors to influence 
others by means of direct-mail will find 
something of genuine worth in this well- 
printed reference volume. There is no 
bibliography. 


ELEMENTS OF BOOKKEEPING 
AND ACCOUNTING. By Simon 
J. Jason, M. A, Chairman of Book- 
keeping and Accounting Depart- 
ment, Walton High School, New 
York City, 195 Pages. $1.16. Globe 
Book Company, New York. 


Especially suitable for classes in be- 
ginning bookkeeping, this text presents 
live material for the study of principles 
as well as for practice in the application 
of these principles. Its author, who has 
served as chairman of a number of sec- 
ondary school committees on _ book- 
keeping methods, forms, and curricula, 
has produced carefully graded exercises 
which are logically suited to the needs 
of the beginner. Since most book- 
keeping courses are largely laboratory 
or practice courses, teachers using Mr. 
Jason’s text will welcome the kind and 
quality of practice matter which he of- 
fers. The explanatory paragraphs which 
precede the exercises are informative, 
clear, and to the point. 





SPEEDWRITING, The Natural Short- 
hand. By Emma B. Dearborn, 
Brief. English Systems, Inc., New 
York City, 272 Pages. 


Here is a system of shorthand com- 


_.plete in a handy little. volume just the 


shape to slip readily into your pocket— 
a commuter’s shorthand manual. The 
book and a scrap of blank paper of any 
sort and a pencil are all that are neces- 
sary for practice. Or the book and a 
typewriter—for according to the author, 
this is a system for the typist and its 
possibilities for speed on the typewriter 
are limited only by the capacity of the 
human voice to speak. 

The system is essentially a systematic 
abbreviation of the whole language, and 
merits the investigation of all who have 
any use whatever for shorthand. 





By Carl A. Naether 


LETTERS-—The Wings of Business. 
Written and published by S. R. 
Stauffer, Letter Counsellor, Minne- 
apolis. 1928. 65 large pages. $5. 


This beautiful book, designed by Wil- 
liam H. Gerth of New York City and 
printed by the Jensen Printing Com- 
pany of Minneapolis, is a masterpiece of 
typographical design and printing. It 
contains sixty-one concise and compre- 
hensive chats on as many phases of 
business letter-writing. All of them, 
with but one exception, cover only a 
single page and can therefore be read in 
little time. They embody material which 
the author used to furnish his clients 
in the form of letter-bulletins. They 
are very informative, well written for 
the most part, and to the point. Among 
other things, they tell why so many let- 
ters in business fail in their purpose, 
why only important ideas should be pre- 
sented at the beginning and closing of 
the letter, and how to write adjustment, 
credit, collection, sales, and many other 
types of letters. 

“Letters” is meant mainly for the 
business man or student who already 
has a good foundation in the principles 
of business writing. He should bene- 
fit definitely by the numerous practi- 
cal suggestions for the improvement of 
“the wings of business” made by the 
author in his sixty-one “meaty” chats. 
Some of these chats might have been 
made even more helpful by the addi- 
tion of actual letters designed to illus- 
trate the various principles emphasized. 
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send copies for review on 
this page. 

Any of our readers who 
may be further interested 
in books reviewed on this 
page can secure complete 
information by address- 
ing the Editor of The 
Business School Journal. 




















In “Books” the author misses a splen- 
did opportunity by failing to suggest 
business and other books which he con- 
siders beneficial reading for the corre- 
spondent. However, such slight de- 
fects as this do not seriously detract 
from the practical worth of this artistic 
niece of modern book- making. The re- 
viewer recommends “Letters” to all who 
strive earnestly to increase the pulling 
power of their letters. 


NEW BUSINESS ENGLISH. By 
G. S. Kimball, Principal of Kimball 
Business School. Kimball Broth- 
ers, New York City, 180 Pages. 
1928. $1. 


A very handy and attractively printed 
book which presents in very concise 
form a wide variety of information per- 
taining to business English. It is easy 
to read and easy to use. The first 124 
pages are devoted to a rapid survey of 
important principles of grammar, sen- 
tence structure, word study, and punc- 
tuation; the next 36 pages present some 
principles of business correspondence, 
and the remaining pages deal with mis- 
cellaneous topics. Even though some 
of the exercises given with the various 
chapters are not very specific, they will, 
in the majority of cases, serve to sug- 
gest other suitable practice material to 
teacher and to student. 

“New Business English” is particu- 
larly suited to text-book use in com- 
mercial and stenographic courses in 
which a rapid and general survey of the 
subject rather than a detailed study is 
desired. The student who reads this 
handy little book through from cover 
to cover will find therein much of in- 
terest and practical values. 





SELF-PROVING ARITHMETIC. By 
Thomas T. Goff, Head of the De- 
partment of Commercial Mathe- 


matics, State Teachers’ College, 
Whitewater, Wisconsin. 1928. 645 
Pages. The Macmillan Company. 


Excellent both in content and in typo- 
graphical appearance, this well arranged 
book has chapters on: Units of Weight 
and Measurement; Percentage; Profit 
and Loss; Marking Goods; The various 
kinds of Discount and Interest; Prop- 
erty and Federal Income Taxes; Fire 
and Life Insurance; Stocks and Bonds; 
Systematic Saving and Investing; Pay- 
rolls; The Clearing House; Shipping by 
Parcel Post, Freight, and Express; 
Building and Loan Associations; For- 
eign Exchange, and many more. 

Self-Proving Arithmetic is practical 
and businesslike; certainly much more 
so than the treatises on the subject 
which the reviewer used in his own 
teaching some years ago—they seemed 
filled with much irrelevant matter of 
little use to any student. Mr. Goff's 
explanations and definitions are clear 
and concise; his exercise material is 
good. His book is recommended to all 
teachers who offer courses in arithmetic, 
as being thoroughly useable, modern, 

and effective. 
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“ALL PRINTERS ARE LIARS” says an ancient 
sage, “but not all liars are printers.” Some of 
them are apt to be publishers. 


a * * 


You may recall that we were excitedly preparing 
to announce NEW BUSINESS SPELLER this 
month. But it will have to wait, for more reasons 
than we have space to tell. 

* * * 


But comments, all good, on 
KNBE, the one business school 
text of its kind, are pouring in. 
Have you seen it? You have but 
to intimate that you would like 
to see a copy and one will arrive 
promptly. 


* * * 











Seriously, we know we have a good book and we 
want all good schools to see a copy—of course, 
with a view to adoptions. 
KAYBEE. 
*Kimball’s NEW BUSINESS ENGLISH 


116 Weat 44S tweet o~© New Yok 























Save 








30 to 70% 


by buying 
rebuilt --< slightlyused 


CALCULATING 2 BOOKKEEPING 
MACHINES and BILLING 
MACHINES 
Comptometer Burroughs 
Burroughs Underwood 
Monroe : Elliott Fisher 
Marchant Remington 





a!so 


ADDING MACHINES, DICTAPHONES, 
EDIPHONES, MULTIGRAPHS, MIMEO- 
GRAPHS, ADDRESSING MACHINES, 
CHECKWRITERS, TYPEWRITERS 





Office Appliance & Equipment Co. 





19 Park Place New York 
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4216-4523-7811 




















performing Stenographic duties 
in a 
“as Secretarial manner 


a new specialty writing machine that 
types with interesting and distinctive 
a) EE eer Ere ee a thus 


the name “var , typer —_ 


Varityper, Inc. 


305 Broadway New York, N. Y. 


Y TEST BOTTLE 
claR-OTYPr 


THE WONDER TYPE CLEANER 


OFFERED FREE 
t 


BUSINESS SCHOOLS 


Let your students try this modern 
type cleaner. Clar-o-type provides 
the safest, simplest and quickest way 
to thoroughly clean typewriter keys. 
Its economy and value have been 
proved by the many large corpora- 
tions all over the country who use it. 















This offer is made to Business School 
executives only. Please apply on 
letterhead. 
Endorsed by 
“UNDERWOOD TYPEWRITER CO. 
L. C. SMITH AND CORONA TYPEWRITER 







THE CLAROTYPE CO., Inc., 
20-M Hudson St., N. Y. C. 
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Not Her Business 
Typewriter Repair Man: “You're 
a fine typist! Can't even put a rib- 
bon on your machine! 


Stenographer: “Can Paderewski 
tune a piano?” 
ee ee 


It’s getting so that the modern 
idea of roughing it is to drive a sedan 
with the window open. . 

—Office Topics (Baker Printing Com- 
pany). 

a ak 


Turn About 


A traveler stopped at a small ranch 
for the night. As he discussed af- 
fairs with his host he became more 
and more puzzled as to how the little 
At last he ven- 

“How in the 


ranch paid its way. 
tured the question: 
world do you make a go of things 
at all?” 

Indicating the hired man, who was 
sitting at the far end of the supper 
table, the host replied: 

“You see that feller there. Well, 


he works for me and I can’t pay him. 


In two years he gets the ranch. Then 
| work for him till I get it back.” 


* * * 


It’s good to have money and the 
things that money can buy, but it’s 
good, too, to check up once in a 
while and make sure you haven't lost 


the things that money can’t buy. 


—Ceorge Horace Lorimer. 


Ee 
An optimist is one who makes a 


lemonade of lemons handed to him. 
Type-Hi (Hollywood Citizen). 


We All Get That! 


Uncle Benjamin with his 
hands in his pockets, frowning upon 
his young nephew. 

“T think you ought to be ashamed 
of yourself, my lad,” he remarked. 
“Here’s your sister, younger than 
you, carrying off all the prizes and 
certificates at school, whilst you get 
nothing.” 

“Oh,” protested the nephew, “that’s 
not fair, I’ve got one certificate you 
know.” 

“Really!” exclaimed his uncle. “I 
didn’t know. What’s it for?” 

“For being born,” was the calm re- 


stood 


tort. 
* * * 


Some people’s idea of making hay 
while the sun shines is to charge dou- 
ble when it rains. 


—Common Sense 
Company, Inc.). 
* * * 


(Corlies, Macy & 


Beginning Early 

Jean, aged six, who had just en- 
tered school, handed her teacher the 
work she had been told to copy from 
the board. There was not the faint- 
est resemblance to the copy. The 
teacher’s face clouded. She opened 
her lips to say, “Do it over.”  In- 
stead, she said, “What kind of writ- 
ing is this on the paper?” 

Instantly the little tot looked up, 
and smiling serenely said: “Please, 
teacher, it’s shorthand.” 

aie Ser 


It takes a right comfortable sum 


to occupy a cozy seat in Easy street. 
—Sa-Fax (The Meilink Steel -Safe 
Company). 


He Won in the End 


Student 1: “‘What detained you?” 
Student 2: 
ered me a bit, so I flipped a coin as 
to whether I should study or go to 
the movies. And would you believe, 
I had to toss it twenty-seven times 


“My conscience both- 


before it fell right.” 


x x * 


If you haven't a good voice remem- 
ber that laughter is the sweetest 
music in the world. 

—The Office Cat 
Backus Company). 


(The Richmond & 


* & * 


He Died Grammatically 
There had been a train wreck, and 
one of two authors felt himself slip- 
ping from this life. “Goodby, Tom,” 
he groaned to his friend. ‘I’m done 
“Don’t say that, old man!” 
“For goodness 


for.” 
sputtered the friend. 
sake don’t end your last sentence with 
a preposition.” 
* 3K * 
The like the 
honey bee, visits his prospects in or- 


successful agent, 

derly succession. 
—Walk & Talk 

chine Company). 


(Victor Adding Ma- 


* * * 


Matter of Opinion 

Mr. Malaprop—I think Napo- 
leon was a far greater soldier than 
Bonaparte. 

Friend—But they are synonymous. 

Mrs. Malaprop—That may be, 
but I always have contended that Na- 
poleon was by far the more synony- 
mous of the two. 
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hitting the mark! It is the key 
to a tremendous and ever increas- 
ing business field—and Big Busi- 
ness is going after big business 
using The Business School Jour- 
nal as the wedge. 


Let us give you further particulars 


1170 BROADWAY 


NEW YORK 








oie 
PAGE 


A 
Addressing Machine & Equip. 
Co. 
American Penman 


B 

Barrett Pen-Pencil Co., Inc.. 28 

Botts & Fucci 30 

Brief English Systems, Inc... 3 
C 

Clarotype Co., The 

Coxhead Corp., Ralph C 


D 
Davids Ink Co., Thaddeus. . .24-32 


E 
Edison, Inc., Thomas A. 

Inside Front Cover 
our-in-One Pencil Co 


G 
Gaydoul Gold Pen Co., Inc.. 36 
Gregg Publishing Co. 

Inside Back Cover 


H 
Hano Paper Company 
Hayes Co., J. E 
Higgins & Co., Chas. M..... 
Hutcheon Brothers 


International Projector Corp.. 
Kimball Brothers 


Manifold Supplies Company. . 
Marathon Fountain Pen Co.. 
Miller-Dictaphone System of 
Typeéwriting 
Moore Corporation, John C... 
N 
Newark Pen Company 
Norta Distributing Co 


Office Appliance & Equipment 
Co 


Owen Shorthand System 


P 
Palmer Co., A. 
Peerless Key Company, Inc.. 


R 
R. & R. Typewriter Co 
Remington Rand Business Ser- 
WAGE; WG: yb <a.cVuess mateo te 
Rowe Company, H. M., The.. 


S 
Smith, W. Hazelton 
Speed Key Co 
Speedwriting 
Spencerian Pen Company.... 
Star Paper Fastener Co., Inc., 
The 
Swan Pencil Company 


T 
Textbook Publishing Corpora- 
tion ; 
Typewriter Equipment Co., 


Underwood Typewriter Co. 
Outside Back Cover 


V 


Varityper Incorporated 














* 





